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Honorable Board of Supervisors

County of Los Angeles
383 Kenneth Hahn Hall of Administration 21 MARCH 31, 2009
500 West Temple Street

Los Angeles, CA 90012 CSACH! A HAMA

. EXECUTIVE OFFCER
Dear Supervisors:

AUTHORIZATION TO ALLOCATE FUNDS FOR DISPUTE RESOLUTION PROGRAM
FOR THE PERIOD OF JULY 1, 2009 — JUNE 30, 2014
(ALL SUPERVISORIAL DISTRICTS AFFECTED) (3 VOTES)

SUBJECT

The purpose of this Board letter is to request approval to execute contracts and allocate
funds for the Dispute Resolution Program (DRP) for the five-year period July 1, 2009
through June 30, 2014, and to execute subsequent contract amendments within the
contract term to increase or decrease contract amounts based upon contractor
performance and available funding.

The DRP provides face-to-face mediation, telephone conciliations, and arbitration services
for a wide variety of disputes. The services are designed to be less costly, less time
consuming, less complex, and less intimidating than the court system and/or a triai and
more accessible to the diversity of County residents, businesses, and organizations.

IT IS RECOMMENDED THAT YOUR BOARD:

1. Approve funding allocations for each year of the five-year contract term in the
amount of $3,033,238 to be used for the service providers as indicated on
Attachment A, effective July 1, 2009 through June 30, 2014.

2. Delegate authority to the Director of Community and Senior Services {(CSS), or
designee, to negotiate and execute contracts on substantially similar form to
Attachment B with 13 contractors for the dispute resolution services for a five-year
contract term effective July 1, 2009 through June 30, 2014. Overall funding for
each contractor is subject to the availability of funds each Fiscal Year and the
contractor’'s performance in meeting the goals of the DRP.
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3. Delegate authority to the Director of CSS, or designee, to execute contract
amendments as needed throughout the contract term effective July 1, 2009 through
June 30, 2014, to increase or decrease the maximum contract amounts in response
to State revenue and based on contractor performance and the total funds
available, provided that: (a) the total allocations do not exceed funding availability,
(b) approvals of County Counsel as to form and the CEO are obtained prior to any
such amendments; and (c) the Director of CSS, or designee, confirms in writing to
the Board of Supervisors and the CEO within 30 days after such amendments have
been executed.

PURPOSE/JUSTIFICATION OF RECOMMENDED ACTION

The recommended actions will enable CSS to continue to administer the DRP for the
contract term beginning July 1, 2009 through June 30, 2014. This program provides face-
to-face mediation, telephone conciliations, and arbitrations to any Los Angeles County
resident, business, or organization involved in a dispute. Services are provided by
supervised, trained volunteers for disputes that both have and have not entered the court
system.

Common disputes include consumer-merchant, personal injury, residential and commercial
landlord-tenant, property damage, neighbor-neighbor, business-business, family/domestic,
and workplace-related disputes. The program also provides services to at-risk youth
through school, parent-child, and juvenile offender-victim mediations.

Performance Measures

The DRP performance evaluation is aligned with the County’s Performance Counts! The
standard of performance measurement for program effectiveness is indicated by the
number of disputes a contractor resolves. The Department will assess contractor's
performance through analysis of monitoring reports produced by the CSS Contract
Compliance Division.

Implementation of Strategic Plan Goals

The recommended actions support the Countywide Strategic Plan Goal 1: Operational
Excellence.

FISCAL IMPACT/FINANCING

The DRP is funded through State civil court filing fees pursuant to the California Dispute
Resolution Programs Act of 1986 which are collected in the DRP Special Fund established
by the County. The estimated cost for this program in FY 2009/10 is $3,033,238. There is
no impact on the County general fund as DRP is fully financed by the DRP Special Fund.
Funding for subsequent years will be budgeted in the DRP Special Fund.
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FACTS AND PROVISIONS/LEGAL REQUIREMENTS

The current contracts are scheduled to expire on June 30, 2009. CSS released a Request
for Proposal (RFP) in October 2008 to solicit proposals from non-profit organizations and
government entities to provide dispute resolution services commencing July 1, 2009
through June 30, 2014. The list of agencies in Attachment A that are being recommended
for funding are in compliance with all Board and CEO requirements. The CEO has
reviewed and concurred with the recommended actions.

CONTRACTING PROCESS

On October 17, 2008, CSS released an RFP soliciting proposals from agencies to provide
dispute resolution services. CSS advertised the RFP in local newspapers of general
circulation such as The Los Angeles Times, The Daily News, and Hoy. CSS also sent
letters of interest to a list of potential bidders in all districts from a database address list, as
well as to current contractors. The RFP and ali related documents were posted on the CSS

public website at http://css.lacounty.gov.

A total of 14 entities submitted proposals in response to the RFP. Of the 14 that submitted
proposals, 13 are being recommended for contracts. The agencies listed in Attachment A
are those that are being recommended for funding based on these requirements: (1) met
the minimum qualifications set forth in the RFP; (2) were found to be responsive; and (3)
received a score of 700 (out of a total 1,000 possible) or higher for each proposal
submitted.

The contract is not a Prop A contract; therefore, living wage laws are not applicable. CSS
is not capable of providing dispute resolution services; therefore the services are
contracted to other entities. The contract is solely for the provision of dispute resolution
services.

Monitoring

CSS Contract Compliance Division will ensure that all contractors are monitored for
contract compliance, administrative, programmatic, and fiscal requirements on an annual
basis. The DRP contracts are cost reimbursement contracts with an annual renewal
based on performance.

IMPACT ON CURRENT SERVICES

Continuation of the DRP will allow contractors to continue to help resolve more than 6,000
disputes a year involving more than 12,000 County residents, businesses, and
organizations.
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CONCLUSION

Upon Board approval, the Executive Officer, Board of Supervisors, is requested to mail
one copy of the adopted Board letter to Carol Domingo, Program Manager, Contracts
Management Division, CSS, 3175 West Sixth Street, Room 401, Los Angeles, CA 90020.
If you need to contact Ms. Domingo, her telephone number is (213) 215-2564.

Respectfully submitted,

Lol e

CYNTHIA D. BANKS
Director

CDBdI
Attachments

c Raymond G. Fortner, Jr., County Counsel
Wendy L. Watanabe, Auditor-Controller



DISPUTE RESOLUTION PROGRAM ATTACHMENT A
FY 2009-14 FUNDING ALLOCATIONS
Community Programs Sup Requested |FY 09-10 FY 09-10 |FY 09-10
Districts |Funding Funding From |Carryover |Funding
09-10 Revenue [Funding |Total (1)
Asian Pacific American DRC 1,2,3,4,5 125,000 114,000 11,000 125,000
California Lawyers for the Arts 1,2,3,4,5 28,787 26,000 2,787 28,787
Inland Valleys Justice Center 1,2,3,45 81,990 75,000 6,990 81,990
Korean American Coalition 1,2,3,4,5 56,637 52,000 4,637 56,637
LA City Atty's Office 1,2,3,4,5 390,930 358,000 32,930 390,930
LA County Bar Association 1,2,3,4,5 185,132 169,000 16,132 185,132
LA County Dept Consumer Affairs 1,2,3,45 249,397 228,000 21,397 249,397
Loyola Law School 1,2,3,45 457,103 418,000 39,103 457,103
Norwalk, City of 1,2,3,45 61,167 56,000 5,167 61,167
Subtotal 1,636,143 1,496,000 140,143| 1,636,143
Court-Connected Programs
CA Academy Mediation Professionals 3,5 150,000 137,000 13,000 150,000
Center for Conflict Resolution 1,2,3,4,5 155,000 142,000 13,000 155,000
Superior Court of CA, LA County 1,2,3,4,5 712,728 653,000 59,728 712,728
Subtotal 1,017,728 932,000 85,728 1,017,728
Youth Programs
Asian Pacific American DRC 2 75,000 69,000 6,000 75,000
Hawthorne, City of 2 275,000 252,000 23,000 275,000
LA County Bar Association 2,3 29,367 27,000 2,367 29,367
Subtotal 379,367 348,000 31,367 379,367
TOTAL $3,033,238 $2,776,000( $257,238| $3,033,238

(1) Funding Formula - All agencies were awarded their requested amount based on the availabiilty of baseline and

carryover funding.
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ATTACHMENT B

Contract Number:

COUNTY OF LOS ANGELES
DISPUTE RESOLUTION PROGRAM (DRP)

This Contract is made and entered into this 1st day of July 2008, by and
between the County of Los Angeles (hereinafter referred to as “COUNTY”) and
NAME OF CONTRACTOR, located at ADDRESS OF CONTRACTOR
(hereinafter referred to as “"CONTRACTOR?").

RECITALS

WHEREAS, the Dispute Resolution Program Act of 1986, as defined by
California Business and Professions Code Sections 465-471.5 (hereinaiter
referred to as "DRP"), provides Collection of Local funds for COUNTY to
implement the Dispute Resolution Program (hereinafter referred to as
“Program”}; and

WHEREAS, the COUNTY has created a Dispute Resolution Program
Special Fund pursuant to Business and Professions Code Sections 465-471.5
and has collected revenue for the Fund through the collection of civil filing fees
designated for such use by the Dispute Resolution Programs Act and
Regulation; and

WHEREAS, on , 2009, the Board of Supervisors authorized
CSS to enter into an agreement with CONTRACTOR for the purpose of
providing dispute resolution services resolution services to residents of Los
Angeles County; and

WHEREAS, CONTRACTOR desires to participate in said Program
and has warranted its qualification to provide services set forth in this Contract.

WHEREAS, on _ , 2009 the Los Angeles County Board of

Supervisors authorized the Director of the Department of Community and
Senior Services, or designee to, enter, execute and administer this Contract;

NOW THEREFORE, in consideration of the mutual promises, covenants
and conditions set forth herein, the parties hereto do agree as follows:

Sample Contract FY 2009-2010 Page 1



ATTACHMENT B

PART I: UNIQUE TERMS AND CONDITIONS

1.0 APPLICABLE DOCUMENTS AND DEFINED TERMS

1.1

1.2

1.3

1.4

This Contract and the Exhibits hereto, constitute the complete and exclusive
statement of understanding between the parties, which supersedes all
previous agreements, written or oral, and all other communications between
the parties relating to the subject matter of this Contract. No change to this
Contract shall be valid unless prepared pursuant to Part Il, Section 22.0
Contract Modifications/Amendments and signed by both parties.

Attachments |, I[, lll, IV, V, VI, VII, VIII, IX, X, XI, XII, Xlll, X[V, XV, XV], and
XVII set forth below, are attached to and incorporated by reference in this
Contract.

The headings, page numbers, sections, and sub-section numbers
contained in this Contract are for convenience and reference only and are
not intended to define the scope of any provision herein.

In the event of any conflict or inconsistency in the definition or interpretation
of any word, responsibility, schedule, contents or description of any task,
deliverable, product, service, or other work between this Contract, the
Mandated Program Requirements, Statement of Work, Exhibits, and
Attachments, or among Exhibits and Attachments, said conflict or
inconsistency shall be resolved by giving precedence as follows: 1) the
Contract; 2) Exhibit A, Mandated Program Requirements; 3) Exhibit B,
Statement of Work; 4) Exhibit C, Budget; 5) Exhibit D, Performance
Requirement Summary (PRS) Chart; and 5) Exhibit F, the Attachments,
according to the following priority:

Attachment |. CONTRACTOR'S Administration

Attachment il. COUNTY’S Administration

Attachment IlI. Charitable Contributions Certification

Attachment V. Internal Revenue Notice 1015

Attachment V. County of Los Angeles Contractor Employee Jury Service

Program Certification Form and Application for Exception
Code 2.203 (Jury Service Program)

Attachment VI. Safely Surrendered Baby Law Fact Sheet

Attachment VII. CONTRACTOR'S Equal Employment Opportunity (EEO)

Ceriification

Sample Contract FY 2008-2010 Page 2



ATTACHMENT B

Attachment VIIL. CONTRACTOR Employee Acknowledgement and

Confidentiality Agreement

Attachment IX. CONTRACTOR Non-Employee Acknowledgement and

Confidentiality Agreement

Attachment X. Auditor-Controller Contract Accounting .and Administration

Handbook
Attachment XI. User Complaint Report (UCR)
Attachment XILI. Cost Allocation
Attachment XIII. Joint Revenue Disclosure

Attachment XIV, CONTRACTOR'S Obligations As A "Business Associate”

Under the Health Insurance Portability and Accountability Act
of 1996 (HIPAA)

Attachment XV. Fixed Assets/Equipment Purchase Requirements

Attachment XVI. Inventory Controf Form

Attachment XVIl.  Contractor Employee Jury Service Ordinance

1.5  The following words as used herein shall be construed to have the following

meaning, unless otherwise apparent from the context in which they are

used:

A

“Contract”: Agreement executed between COUNTY and
CONTRACTOR. It sets forth the terms and conditions for the
issuance and performance of the Mandated Program Requirements,
Exhibit A, and Statement of Work, Exhibit B.

“CONTRACTOR": The sole proprietor, partnership, or corporation
that has entered into this Contract with the COUNTY to periorm or
execute the work covered by Exhibit A, Mandated Program
Requirements, and Exhibit B, Statement of Work.

“COUNTY’S Contract Management Manager” (CMM): Person
designated by COUNTY with authority for COUNTY on contractual
or administrative matters relating to this Contract.

"COUNTY'S Contract Compliance Manager" (CCM):  Person
designated by COUNTY with authority for oversight of monitoring

Sample Contract FY 2009;2010 Page 3



2.0

3.0

ATTACHMENT B

activities, compliance with the requirements of this Contract, and the
delivery of services.

E. “Day” or “Days”™ Business day(s) unless otherwise specified.
F. “CSS" COUNTY’S Community and Senior Services

G. “Director”; COUNTY’S Director of its Department of Community and
Senior Services or her/his authorized designee.

H. “Fiscal Year(s): The twelve (12) month period beginning July 1

' and ending the following June 30".

l. "Program": The State grant program(s), and local/County guidelines
under which Contractor receives funds under the terms of this
Coniract and hereby agrees to provide services in accordance with
relevant State and/or Federal law, regulations and guidelines during
the term of this Contract.

J. “Subcontract”: A contract by which a third parly agrees to provide
services or materials necessary to fulfill an original contract.

TERM AND TERMINATION

2.1

2.2

2.3

The term of this Contract shall commence on July 1, , and shall
continue through June 30, , unless terminated earlier or extended,
in whole or in part, as provided in this Contract.

The COUNTY shall have the sole option to extend the Contract term for up
to renewals for a maximum coniract term of years. Such
option and extension shall be exercised at the sole discretion of the
Director, provided that approval of COUNTY’'S Chief Executive Office
(CEQ) is obtained prior to any such extension.

CONTRACTOR shall notify COUNTY when this Contract is within six (6)
months from the expiration of the term as provided for hereinabove. Upon
occurrence of this event, CONTRACTOR shall notify COUNTY, in the
manner set forth in Part |, Section 7.0, Notices, of this Contract.

CONTRACT SUM

3.1

COUNTY and CONTRACTOR agree that this is a cost reimbursement
contract. During the term of this Contract, COUNTY shall compensate
CONTRACTOR for supplying the services set forth in Exhibit A, Mandated
Program Requirements.

Sample Contract FY 2009-2010 Page 4



3.2

3.3

3.4

3.5

3.6

3.6

ATTACHMENT B

The CONTRACTOR shall not be entitled to payment or reimbursement for
any tasks or services performed, nor for any incidental or administrative
expenses whatsoever incurred in or incidental to performance hereunder,
except as specified herein. Assumption or takeover of any of the
CONTRACTOR'S duties, responsibilities, or obligations, or performance of
same by any entity other than the CONTRACTOR, whether through
assignment, subcontract, delegation, merger, buyout, or any other
mechanism, with or without consideration for any reason whatsoever, shall
occur only with the COUNTY'S express prior written approval.

The maximum amount of this Coniract is $ for the five-year period.
The total maximum amount is conditioned on the continuing availability of
funds. The maximum amount payable under this Contract for each of the
contract years shall not exceed the applicable amount. The maximum
annual amount is hereinafter known as the Maximum Contract Sum.
Funding allocations following the initial year's funding allocation will be
contingent upon the availability of funds.

CONTRACTOR shall not be paid for any Contract expenditures that exceed
the maximum contract amount and CONTRACTOR agrees that COUNTY
has no obligation, whatsoever, to pay for any expenditures that exceed the
maximum contract amount. Any expenditure that exceeds the maximum
contract amount shall become the fiscal responsibility of CONTRACTOR.

CONTRACTOR shall maintain a sysiem of record keeping that will allow
CONTRACTOR to determine when it has incurred seventy-five percent
(75%) of the total contract authorization under this Contract. Upon
occurrence of this event, CONTRACTOR shall notify COUNTY, in the
manner set forth in Part |, Section 7.0, Notices of this Contract.

CONTRACTOR shall have no claim against COUNTY for payment of any
money or reimbursement, of any kind whatsoever, for any service provided
by CONTRACTOR after the expiration or other termination of this Contract.
Should CONTRACTOR receive any such payment, CONTRACTOR shall
immediately notify COUNTY and shall immediately repay all such funds to
COUNTY. Payment by COUNTY for services rendered after
expiration/termination of this Contract shall not constitute a waiver of
COUNTY’S right to recover such payment from CONTRACTOR. This
provision shall survive the expiration or other termination of this Contract.

CONTRACTOR has prepared and submiited to COUNTY a budget
segregating direct and indirect costs and profit for the work to be performed
by CONTRACTOR under this Contract, hereinafter referred to as Budget.
Budgeted expenses shall be reduced by applicable CONTRACTOR
revenues, which are identified thereon. The line items shall provide
sufficient detail to determine the quality and quantity of services to be

Sample Contract FY 2009-2010 Page 5



4.0

5.0

ATTACHMENT B

delivered. This Budget is attached hereto and incorporated by reference
herein as Exhibit C, Budget. CONTRACTOR represents and warrants that
the Budget is true and correct in all respects, and services shall be
delivered hereunder in accordance with the Budget. In the event the
Maximum Contract Sum is increased pursuant to Part Il, Section 22.0,
hereof, Contract Modifications/Amendments, CONTRACTOR shall prepare
and submit an amended Budget in accordance with this Section.

FEE WAIVERS FOR USE OF COUNTY FACILITIES

The County waives any rental fees of County owned facilities Contractor uses in
the provision of free dispute resolution services for the duration of the program.

INSURANCE REQUIREMENTS
5.1 General Insurance Requirements

Without limiting CONTRACTOR'S indemnification of the COUNTY during
the term of this Contract, CONTRACTOR shall provide and maintain, and
shall require all of its Subcontractors to maintain, the following programs of
insurance specified in this Contract. Such insurance shall be primary to and
not contributing to any other insurance or self-insurance programs
maintained by COUNTY. Such coverage shall be provided and maintained
at CONTRACTOR'S own expense.

5.1.1 Evidence of Insurance: Prior to commencing services under this
Contract, certificate(s) or other evidence of coverage satisfactory
to COUNTY shall be delivered to:

Community and Senior Services

Domestic Violence Planning,

Dispute Resclution Program

Grants Administration Division

Attention: Nusun Muhammad, Project Supervisor
3175 West Sixth Street, Box 27

Los Angeles, CA 90020

Such certificates or other evidence shall:
5.1.1.1  Specifically identify this Coniract;
5.1.1.2 Clearly evidence all coverage required in this Contract;
5.1.1.3 Contain the express condition that COUNTY is to be given
written notice by mail at least thirty (30) days in advance of

cancellation for all policies evidenced on the certificate of
insurance;

Sample Contract FY 2009-2010 Page 6
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5.1.1.4 Include copies of the additional insured endorsement to
the commercial general liability policy, adding the County
of Los Angeles, its Special Districts, its officials, officers
and employees as insured for all activities arising from this
Contract; and

5.1.1.5 Identify any deductibles or self-insured retentions for
COUNTY’S approval. COUNTY retains the right to require
CONTRACTOR to reduce or eliminate such deductibles or
self-insured retentions as they apply to COUNTY, or,
require CONTRACTOR to provide a bond guaranteeing
payment of all such retained losses and related costs,
including, but not limited to expenses or fees, or both,
related to investigations, claims administrations, and legal
defense. Such bond shall be executed by a corporate
surety licensed to transact business in the State of
California.

5.1.2 Insurer Financial Ratings: Insurance is to be provided by an
insurance company acceptable to COUNTY with an A.M. Best rating
of not less than A:VIi, unless otherwise approved by COUNTY.

5.1.3 Failure to Maintain Coverage: Failure by CONTRACTOR to
maintain the required insurance, or to provide evidence of insurance
coverage acceptable to COUNTY, shall constitute a material breach
of this Contract upon which COUNTY may immediately terminate or
suspend this Contract. COUNTY, at its sole option, may obtain
damages from CONTRACTOR resulting from said breach.
Alternatively, COUNTY may purchase such required insurance
coverage, and without further notice to CONTRACTOR, COUNTY
may deduct from sums due to CONTRACTOR any premium costs
advanced by the COUNTY for such insurance.

514 N‘otification of Incidents, Claims or Suits: CONTRACTOR shall
report to COUNTY:

5.1.4.1 Any accident or incident relating to services performed under
this Contract which involves injury or property damage which
may result in the filing of a claim or lawsuit against
CONTRACTOR and/or COUNTY. Such report shall be
made in writing within 24 hours.

5.1.4.2 Any third party claim or lawsuit filed against CONTRACTOR

arising from or related to services performed by
CONTRACTOR under this Contract.
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5.1.4.3 Any injury to a CONTRACTOR employee that occurs on
COUNTY'S property. This report shall be submitted on a
COUNTY “Non-Employee Injury Report” to COUNTY'S
Contract Compliance Manager

5.1.4.4 Any loss, disappearance, destruction, misuse, or theft of any
kind whatsoever of COUNTY'S property, monies or securities
entrusted to CONTRACTOR under the terms of this
Contract.

Compensation for COUNTY Costs: In the event that
CONTRACTOR fails to comply with any of the indemnification or
insurance requirements of this Contract, and such failure to comply
results in any costs to COUNTY, CONTRACTOR shall pay full
compensation for all costs incurred by COUNTY.

Insurance  Coverage  Requiremenis  for  Subcontractors:
CONTRACTOR shall ensure any and all Subcontractors performing
services under this Contract meet the insurance requirements of this
Contract by either:

5.1.6.1 CONTRACTOR providing evidence of insurance covering the
activities of Subcontractors, or

5.1.6.2 CONTRACTOR providing evidence submitted by
Subcontractors evidencing that Subcontractors maintain the
required insurance coverage. COUNTY retains the right to
obtain copies of evidence of Subcontractor insurance
coverage at any time.

- 5.2 Insurance Coverage Requirements:

5.2.1

5.2.2

General Liability insurance written on Insurance Service
Organization (ISQ) policy form CG 00 01 or its equivalent with limits
of not less than the following:

General Aggregate: $2 million
Products/Completed Operations Aggregate: $1 million
Personal and Advertising Injury: $1 million
Each Occurrence: $1 million

Automobile Liability Insurance written on 1SO policy form CA 00 01
or its equivalent with a limit of liability of not less than one miilion
dollars ($1,000,000) for each accident. Such insurance shall include
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coverage for all “owned,” “hired” and “non-owned” vehicles, or
coverage for “any auto.”

5.2.3 Workers’ Compensation and Employet’'s Liability insurance providing
workers' compensation benefits, as required by the Labor Code of
the State of California or by any other state, and for which
CONTRACTOR is responsible. If CONTRACTOR'S employees will
be engaged in maritime employment, coverage shall provide
workers’ compensation benefits as required by the U.S. Longshore
and Harbor Workers’ Compensation Act, Jones Act or any other
federal law for which CONTRACTOR is responsible.

5.2.4 In all cases, the above insurance also shall include Employers’
Liability coverage with limits of not less than the following:

Each Accident: $1 million
Disease — policy limit: $1 million
Disease — each employee: $1 million

5.2.5 Professional Liability: Insurance covering liability arising from any
error, omission, negligent or wrongful act of CONTRACTOR, iis
officers, volunteers, or employees with limits of not less than one
million dollars ($1,000,000) per occurrence and three million dollars
($3,000,000) aggregate. The coverage also shall provide an
extended two-year reporting period commencing upon termination or
cancellation of this Contract.

5.2.6 Crime Coverage: A comprehensive crime policy in an amount not
less than $50,000 per occurrence against loss of money, securities,
other property, as applicable to this Contract, for employee
dishonesty, forgery or alieration, thefi, disappearance and
destruction, computer fraud, or burglary and robbery. Contractor
shall be required to provide County with ceriified copies of the
current certificates of insurance and policy endorsement pages, both
naming County of Los Angeles as the individual loss payee as its
interests appear for all contractual obligations with Contractor
(named insured) and include Contractor and County’s name/address
and the signature/date of the insurance representative.

5.2.7 Property Coverage: In the event that CONTRACTOR rents, leases,
or is loaned, any COUNTY-owned property, CONTRACTOR shall
insure said property. Such insurance shall name COUNTY as Loss
Payee, provide a deductible of no greater than 5% of the property
value and shall include:
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5.2.7.1 Real Property: All-risk coverage, excluding earthquake and
flood for the full replacement value of the property and with a
deductible of no greater than five percent (5%) of
replacement value.

5.2.7.2 Personal Property: Insurance covering the hazards of fire,
theft, burglary, vandalism and malicious mischief for the
actual cash value of property.

Such policies shall be primary in all instances and not
contributing with any other insurance maintained by the
County and shall name COUNTY as an additional insured.

6.0 INVOICES AND PAYMENTS

6.1

6.2

6.3

6.4

CONTRACTOR shall invoice County only for providing the tasks,
deliverables, goods, services, and other work specified in Exhibit A,
Mandated Program  Requirements and elsewhere  hereunder.
CONTRACTOR shall prepare invoices, which shall include the charges
owed to CONTRACTOR by COUNTY under the terms of this Contract.
CONTRACTOR’S payments shall be as provided in Exhibit C, Budget, and
CONTRACTOR shall be paid only for the tasks, deliverables, goods,
services, and other work approved in writing by COUNTY. If COUNTY
does not approve work in writing, no payment shall be due to
CONTRACTOR for that work.

CONTRACTOR'S invoices shall be priced in accordance with Exhibit C,
Budget.

CONTRACTOR'S invoices shall reflect the information set forth in
Exhibit A, Mandated Program Requirements, and Exhibit B, Statement of
Work, describing the tasks, deliverables, goods, services, work hours, and
facility and/or other work for which payment is claimed.

CONTRACTOR shall submit monthly invoices.to COUNTY no later than the
25" calendar day of the month that follows the month in which services
were provided (i.e., all services provided during the month of October shall
be invoiced/reported by November 25" for reimbursement). In the event
that the 25" calendar day falls on a Saturday, Sunday or national holiday,
CONTRACTOR shall submit the invoice by the following  business  day.
COUNTY reserves the right to modify the due date(s) for the submission of
invoices as needed in order to meet regulatory deadlines. Any invoice
submitted more than thirty (30) days after the last day of the month in which
the services were rendered shall constitute a "past due invoice.”
Notwithstanding any other provision of this Contract, CONTRACTOR and
COUNTY agree that COUNTY shall have no obligation whatsoever to pay
any past due invoices. The COUNTY may, in its sole discretion, pay some
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or all of a past due invoice which CONTRACTOR has submitted, provided
that sufficient funds remain available under this Contract. The time frames
in this Subsection shall also apply to the submission of CONTRACTOR'S
final invoice.,

6.4.1 Adjustments to Prior Invoices:

CONTRACTOR is responsible for ensuring the accuracy and
completeness in monthly invoices submitted. In the event that the
CONTRACTOR determines that an invoice previously submitted,
processed, and approved by COUNTY requires modification due to
either over-reporting or under-reporting, adjustments shall be made
using the procedures outlined in Subsections 6.4.2 and 6.4.3.

6.4.2 Quarterly Submission of Adjustments:

In the event that CONTRACTOR is authorized to make
adjustments/revisions to invoices; the revisions shall be made and
reported on a quarterly basis using the designated authorization form
established by COUNTY.

6.4.2.1 CONTRACTOR shall complete an authorization form by
listing all adjustments requested for the quarter. This form
shall be submitted to COUNTY prior to billing for the first
month in the quarter following the adjustment month(s).
For example, adjustments for the billing months of July
and August will be requested when preparing the October
billing.

6.42.2 Upon COUNTY approval of the request for invoice
revision, CONTRACTOR shall report these adjustments
using the invoice for the first biling month of the
subsequent quarter (i.e., adjustments are permitted during
the billing months of October, January, April and June; any
adjustments requested beyond these periods indicated will
not be authorized.

. 6.4.23 Once the adjustment(s) has/have been approved and /or
authorized by COUNTY, and CONTRACTOR has
submitted it as part of its invoice/billing, no other
adjustments can be requested for that quarter. During the
last quarter, all adjustments for the months of April and
May can be requested and, if approved, ‘invoiced with the
June biling. COUNTY will not authorize adjustments for
the last quarter unless a request for said adjustment is
submitted by CONTRACTOR as part of the June billing.
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Adjustment(s) to be Shall be requested and
billed for month of: reported by the billing month of:

July-September October
October-December January
January-March April
April-May June

6.4.3 Approval of Requests:

Upon COUNTY approval of CONTRACTOR'S request for revision,
CONTRACTOR shall prepare the invoice, which incorporates the
authorized adjustments. CONTRACTOR shall report data for the
current billing period by taking the current units served and
adding/subtracting the COUNTY approved adjustments.
CONTRACTOR shall be responsible for maintaining all supporting
documentation for monitoring and auditing purposes consistent
with Part I, Section 65.0 Records.

All invoices under this Contract shall be submitted in duplicate to the
following address:

County of Los Angeles

Community and Senior Services

Domestic Violence Planning

Dispute Resolution Services

Grants Administration Division

Attention: Nusun Muhammad Project Supervisor
3175 West Sixth Street, Box 27

Los Angeles, CA 90020

All invoices submitted by CONTRACTOR for payment must have the
written approval of COUNTY’S Contract Management Manager prior to any
payment thereof. In no event shall COUNTY be liable or responsible for
any payment prior to such written approval.

Expenditures made by CONTRACTOR in the operation of this Contract shall be
in compliance and in conformity with the Office of Management and Budget
(OMB) Circulars and applicable provisions of the Code of Federal Regulations.
This includes, but is not limited to the following: CONTRACTOR shall adhere to
strict fiscal and accounting standards and shall comply with Title 29 Code of
Federal Regulations (CFR) Part 97 — Uniform Administrative Requirements for
State and Local Governments, the Cost Principles of the Federal Oifice of
Management and Budget (OMB) Circular A-21 for educational institutions, OMB
Circular A-87 for state, local and Indian tribe governments, OMB Circular A-122
for non-profit organizations, OMB Circular A-102 for grants and cooperative
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Contracts with state and local government agencies, OMB Circular A-133 for
audits of states, local governments and non-profit organizations, and OMB
Circular A-110 for uniform administrative requirements for grants and contracts
with institutions of higher education, hospitals, and other non-profit
organizations. CONTRACTOR is responsible for obtaining the most recent
version of these Circulars, which are available online via the Internet at
http://www.whitehouse.gov/omb/circulars/index.html.

Payment to CONTRACTOR will be made in arrears on a monthly basis for
services performed, provided that CONTRACTOR is not in default under
any provision of this Contract. COUNTY has no obligation to pay for any
work except those services expressly authorized by this Contract.

In compliance with Internal Revenue Service (IRS) requirements,
CONTRACTOR shall provide CONTRACTOR'S Tax Identification Number
to COUNTY.

CONTRACTOR is responsible for the accuracy of invoices submitted to
COUNTY. Further, it is the responsibility of CONTRACTOR to reconcile or
otherwise correct inaccuracies or inconsistencies in the invoices submitted
by CONTRACTOR and to notify COUNTY of any overpayments received
by CONTRACTOR. Overpayment received by CONTRACTOR, as
determined by COUNTY, or designee, shall be returned to COUNTY by
CONTRACTOR within thirty (30) days of receiving notification of such
overpayment from COUNTY, or may be used at COUNTY'S election to
offset future payments due CONTRACTOR. Notwithstanding any other
provision of this Contract, CONTRACTOR shall return to COUNTY any and
all payments, which exceed the Maximum Contract Sum. Furthermore,
CONTRACTOR shall return said payments within thirty (30) days of
receiving notification of overpayment from COUNTY or immediately upon
discovering such overpayment, whichever date is earlier.

CONTRACTOR shall not be paid for expenditures beyond the Maximum
Contract Sum, and CONTRACTOR agrees that COUNTY has no
obligation, whatsoever, to pay for any expenditures by CONTRACTOR that
exceed the contract sum.

Failure to submit required documents, including but not limited to those
listed in Exhibit F, Attachments, may result in suspension of payments.

Certified Local Small Business Enterprises will receive prompt payment for
services they provide to County departments. Prompt payment is defined as
fifteen (15) calendar days after receipt of an undisputed invoice.
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7.0 NOTICES

8.0

9.0

All notices or demands required or permitted to be given or made under this
Contract shail be in writing and shall be hand delivered with signed receipt or
mailed by first-class registered or certified mail, postage prepaid, addressed to the
parties as identified in Exhibit F, Attachment I, CONTRACTOR'S Administration
and Exhibit F, Attachment Il, COUNTY’S Administration. Addresses may be
changed by either party giving ten (10) business days prior written notice thereof to
the other party. The CSS Director, or her/his designee, shall have the authority to
issue all notices or demands required or permitted by COUNTY under this
Contract.

7.1. Notices and envelopes containing same notice to COUNTY shall be
addressed to:

Nusun Muhammad, Project Supervisor
Community and Senior Services

Domestic Violence Planning

Dispuie Resolution Program Grants Administration
3175 West 6™ Street, Room 304

Los Angeles, CA 90020

7.2  Change of Address — Either party can designate a new address by giving
written notice to the other party.

PROGRAM REPORTING
CONTRACTOR shall submit the following reports to COUNTY:

8.1  Monthly Program Report: One (1) original copy of the program report (if
more than one program, submit a program report per program and
summary of all programs) is to be submitted no later than the twenty-fifth
(25™) day of each month.

8.2 Monthly Case Information Report: One (1) original copy of the case
information report (if more than one program, submit a program report per
program and summary of all programs) is to be submitted no later than the
fifteenth (25" day of each month.

PROPERTY
9.1 Unless otherwise provided for in this Section 9.0, propertty refers to all
assets, capitalized or non-capitalized, used in operation of this Contract.

Property that is capitalized is referred to as property, plant, and equipment.
Property includes land, buildings, improvements, machinery, vehicles,
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furniture, tools, intangibles, etc. Property does not include consumable
office supplies such as paper, pencils, typing ribbons, file folders, etc.

Property meeting all of the following criteria is subject io the capitalization
requirements. Such property must;

9.2.1 Have a normal useful life of at least one (1) year.

9.2.2 Have a unit acquisition cost of at least $5,000 (e.g., four identical
assets, which cost $3,000 each, for a $12,000 total would not meet
this capitalization requirement); and

9.2.3 Be used to conduct business under this Contract.

9.2.4  As used in this Contract, the term "equipment" shall refer only to
capitalized property.

Non-capitalized property are those items which do not meet all three (3}
requirements in sub section 9.2 above.

Additions, improvements, and betterments o assets meeting all of the
conditions in Sub section 9.2 above must be capitalized. Additions typically
involve physical extensions of existing units. Improvements and
betterments typically do not increase the physical size of the asset.
Instead, improvements and betterments enhance the condition of an asset
(e.g., extend life, increase service capacity, and lower operating costs).
Examples of assets that might be improved and bettered include roads,
bridges, curbs and gutters, tunnels, parking lots, streets and sidewalks,
drainage, and lighting systems.

Intangibles are property which lack physical substance but give valuable
rights to the owner and can be capitalized or non-capitalized. Examples of
intangible property include patents, copyrights, leases, and computer
software. By contrast, hardware consists of tangible equipment (e.g.,
computer printer, terminal, etc.). Costs include all amounts incurred to
acquire and to ready the intangible asset for its intended use. Typical
intangible property costs include the purchase price, legal fees, and other
costs incurred to obtain title to the asset. '

CONTRACTOR shall record the following information when property is
acquired:

9.6.1 Date acquired;

9.6.2 Propenrty description {include model number);
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9.6.3 Property identification number (serial number);

9.6.4 Cost or other basis of valuation;

9.6.5 Fund source; and

9.6.6 Rate of depreciation {or depreciation schedule), if applicable.

CONTRACTOR shall keep track of property purchased with Contract funds,
whether capitalized or not. CONTRACTOR shall submit to COUNTY,
upon request and annually with the Expenditure Closeout Repori, a current
inventory of property furnished or purchased by the CONTRACTOR with
funds awarded under the terms of this Contract or any predecessor
agreement for the same purpose. CONTRACTOR shall maintain an annual
inventory of property furmished or purchased by the Subcontractor with
funds awarded under the terms of this Contract or any predecessor
agreement for the same purpose. CONTRACTOR shall reference Exhibit F,
Attachment XV, Fixed Assets/Equipment Purchase Requitements
document and use Exhibit F, Attachment XVI, Inventory Control Form to
report property to the COUNTY.

Prior to disposal of any property purchased by CONTRACTOR with funds
from this Contract or acquired by CONTRACTOR under any predecessor
agreement for the same purpose, CONTRACTOR must obtain approval
from COUNTY regardless of the acquisition value. Disposition, which
includes sale, trade-in, discarding, or transfer to another agency may not
occur until approval is received from COUNTY. CONTRACTOR shall
reference Exhibit F, Attachment XV, Fixed Assets/Equipment Purchase
Requirements to dispose of property.

CONTRACTOR shall immediately report the loss, destruction, or theft of
property purchased with funds from this Contract or acquired by
CONTRACTOR under any predecessor agreement for the same purpose to
COUNTY upon notice that such event has occurred. CONTRACTOR shall
promptly investigate and fully document the loss, destruction, or theft of
such property. Such documentation shall be provided to COUNTY within
five (5) days following such loss, destruction, or theft and should be mailed
to the aftention of CMM at: County of Los Angeles Community and Senior
Services, Contracts Management Division, 3175 West Sixth Street, Box 24,
Los Angeles, CA 90020.

The COUNTY reserves title to all grant-purchased or financed property not
fully consumed in the performance of this Contract, unless otherwise
required by Federal law or regulations or as otherwise agreed by the
parties.
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CONTRACTOR shall exercise due care in the use, maintenance,
protection, and preservation of property purchased with funds from this
Contract or acquired by CONTRACTOR under any predecessor agreement
for the same purpose during the period of the project, and shall assume
responsibility for replacement or repair of such property during the period of
the project, until the CONTRACTOR has complied with all written
instructions from the COUNTY regarding the final disposition of the
property.

In the event of CONTRACTOR'S dissolution or upon termination of this
Contract, CONTRACTOR shall provide a final property inventory
to COUNTY. COUNTY reserves the right to require CONTRACTOR to
transfer such property to another entity, including but not limited to
the COUNTY or the State.

To exercise the above right, no later than 140 days after termination of the
Contract or notification of the CONTRACTOR'S dissolution, COUNTY will
issue specific written disposition instructions to CONTRACTOR.

CONTRACTOR shall use property purchased with funds from this Contract,
or acquired by CONTRACTOR under any predecessor agreement for the
same purpose, for the purpose for which it was intended under the
Contract. When no longer needed for that use, CONTRACTOR shall use it,
if needed, and with written approval of COUNTY for other purposes in this
order:

9.14.1 Another program providing the same or similar service; or
9.14.2 State-funded program.

CONTRACTOR may share use of the property and equipment or allow
use by other programs, upon written approval of COUNTY. As a condition
of the approval, COUNTY may require reimbursement under this Contract
for its use.

CONTRACTOR shall not use equipment or supplies acquired under this
Contract with State monies for personal gain or to usurp the competitive
advantage of a privately-owned business entity.

If purchase of equipment is a reimbursable item, the equipment to be
purchased will be specified in the Budget.

Any vehicles purchased with grant funds received through the COUNTY in
previous contract years and which are currently in the possession of
CONTRACTOR shall be registered in the name of CONTRACTOR only.
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9.19 CONTRACTOR indemnifies COUNTY for any loss resulting from the
operation of any equipment purchased with grant funds received through
COUNTY during this, or any previous, Contract period.

SUBMISSION OF ANNUAL FINANCIAL PROGRAM SPECIFIC AUDIT

The CONTRACTOR shall obtain and finance annually (at County fiscal year-end)
an independent audit in compliance with CSS DRP Bulletin 2003:01 Financial
Audit Requirements.

10.1 CONTRACTOR shall submit a yearly report for each fiscal year in whish
funding is received under this Contract. This report shall be prepared by an
independent accountant and shall describe and assess CONTRACTOR's
fiscal practices and status. The report shall be delivered to the Los
Angeles County Board of Supervisors, or designee, and to the California
Department of Consumer Affairs no later than ninety (90) days after the
each Contract term.

10.2 CONTRACTOR shall submit annually, or within ninety (90) days of the end
of each Contract term, to the Los Angeles County Board of Supervisors, or
designee, and the California Department of Consumer Affairs, a final
reconciliation of actual revenues and expenses compared with the
estimated budget for the Contract term.

10.3 To the extent such audit contains findings and/or recommends corrective
action with respect to citied deficiencies, improprieties, and/or questionable
costs or activity, CONTRACTOR shall also present with the audit a detailed
corrective action plan which shall be implemented prior to final payment due
the CONTRACTOR for any given fiscal year. Said corrective action plan
shall be subject to COUNTY approval prior to implementation.

MONITORING

COUNTY will monitor CONTRACTOR services under this Contract on a regular
basis and may conduct unannounced site visits to ensure Contract compliance.
Results of the monitoring efforts will be summarized in written reports and
supported with documented evidence of foliow-up actions taken to correct areas of
non-compliance. Monitoring activities may include, but are not limited to,
interviewing CONTRACTOR employees and program Participants and entering
any premises or any site in which any of the program services or activities funded
are being conducted, or in which any records of CONTRACTOR are kept. All
information will be maintained in a confidential manner in accordance with any and
all Federal, State, and Local laws. ‘
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TRAVEL OUTSIDE COUNTY OF LOS ANGELES

Contractor shall not incur any expenditure for travel outside of Los Angeles
County without prior written approval of CMM, or her/his designee. Such
expenditures are limited to direct program costs, training, volunteer and staiff
mileage, and parking reimbursement.

ACTIVITIES PROHIBITED

13.1 CONTRACTOR certifies that no currently employed worker shall be
displaced by any Participant (including partial displacement such as
reduction in the hours of non-overtime work, wages, or employment
benefits).

13.2 No Participant shall be employed or job opening filled: (1) when any other
Individual is on layoff from the same or any substantially equivalent job, or
(2) when the employer has terminated any regular employee without cause
or otherwise reduced its workforce with the intention of filling the vacancy so
created by hiring a Participant whose wages are subsidized under the
Program.
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PART II:

COMMUNITY AND SENIOR SERVICES STANDARD TERMS AND CONDITIONS

ADMINISTRATION OF CONTRACT — COUNTY

A listing of all COUNTY Administration information referenced in the following
Subsections is designated in Exhibit F, Attachment Il, COUNTY’S Administration.
COUNTY shall notify CONTRACTOR in writing of any change in the names or
addresses shown.

1.1

1.2

COUNTY’S Contract Management Manager (CMM): Person designated by
COUNTY with authority for COUNTY on contractual or administrative
matters relating to this Contract.

The responsibilities of CMM include:

1.1.1

1.1.5

Meeting with CONTRACTOR'S Program Director on a regular basis;

Inspecting any and all tasks, deliverables, goods, services, or other
work provided by or on behalf of CONTRACTOR;

Ensuring that the objectives of this Contract are met;

Making changes in the terms and conditions of this Contract in
accordance with Part 1, Section 21.0, Contract
Modifications/Amendments; and

Providing direction to CONTRACTOR in the areas relating to
COUNTY policy, information requirements, and procedural
requirements.

COUNTY'S CMM is not authorized to make any changes in any of
the terms and conditions of this Contract and is not authorized to
further obligate COUNTY.

COUNTY’S Contract Compliance Manager (CCM): Person designated by
COUNTY with authority for oversight of monitoring activities, compliance
with the requirements of this Contract and the delivery of services.

Sample Contract FY 2009-2010 Page 20



ATTACHMENT B

2.0 ADMINISTRATION OF CONTRACT — CONTRACTOR

2.1

2.2

2.3

CONTRACTOR'S Program Director

2.1.1 CONTRACTOR'S Project Supervisor is designated in
CONTRACTOR'S Administration, Exhibit F, Attachment |I.
CONTRACTOR shall notify COUNTY in writing of any change in the
name or address of CONTRACTOR'S Project Supervisor.

2.1.2 CONTRACTOR'S Project Supervisor shall be responsible for
CONTRACTOR'S day-to-day activities as related to this Contract
and shall coordinate with COUNTY’'S CMM and CCM on a regular
basis.

CONTRACTOR'S Staff Identification

2.2.1 CONTRACTOR shall provide, at CONTRACTOR'’s expense, all staff
assigned to this Contract with a photo identification badge in
accordance with COUNTY specifications.  Specifications may
change at the discretion of COUNTY and CONTRACTOR will be
provided new specifications as required. The format and content of
the badge is subject to COUNTY’S approval prior to CONTRACTOR
implementing the use of the badge. CONTRACTOR staff, while on
duty or when entering a COUNTY facility or its grounds, shall
prominently display the photo identification badge on the upper part
of the body.

2.2.2 CONTRACTOR shall notify COUNTY within a period not to exceed
one (1) week, when staff is terminated from working on this Contract.
CONTRACTOR is responsible to retrieve and immediately destroy
the staff's photo identification badge at the time of removal from
COUNTY Contract.

2.23 If COUNTY requests the removal of CONTRACTOR'S staff,
CONTRACTOR is responsible to for retrieving and immediately
destroying CONTRACTOR'S staff's Program photo identification
badge at the time of removal from working on this Contract.

BACKGROUND AND SECURITY INVESTIGATIONS

2.3.1 At any time prior to or during term of this Contract, COUNTY may
require that all CONTRACTOR staff performing work under this
Contract undergo and pass, to the satisfaction of COUNTY, a
background investigation, as a condition of beginning and continuing
to work under this Contract. COUNTY shall use its discretion in
determining the method of background clearance to be used, up to
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and including a COUNTY performed fingerprint security clearance.
The fees associated with obtaining the background information shall
be at the expense of CONTRACTOR, regardless if
CONTRACTOR'S staff passes or fails the background clearance
investigation.

2.3.2 COUNTY may request that CONTRACTOR'S staff be immediately
removed from working on this Contract at any time during the term of
this Contract. COUNTY will not provide to CONTRACTOR or to
CONTRACTOR'S staif any information obtained through COUNTY
conducted background clearance.

2.3.3 No personnel employed by the CONTRACTOR for this project shall
be on active probation or parole currently or within the last three (3)
years.

2.3.4 COUNTY may immediately (at the sole discretion of COUNTY), deny
or terminate facility access to CONTRACTOR’S staff who do not
pass such investigation{(s) to the satisfaction of COUNTY whose
background or conduct is incompatible with COUNTY facility access.

2.3.5 CONTRACTOR and employees of CONTRACTOR including current
and prospective employees, independent contractors, volunteers, or
subcontractors who may come in contact with people in the course
of their work, volunteer activity, or performance of the subcontract
shall be under continuing obligation to disclose any prior or
subsequent criminal conviction record or any pending criminal trial to
Community and Senior Services (CSS). Such records shall be
maintained in the file of each such person.

2.3.6 CONTRACTOR shall immediately notify COUNTY of any arrest
and/or subsequent conviction, other than for minor traffic offenses, of
any employee, independent contractor, volunteer staff, or
subcontractor who may come into contact with children while
providing services under this Contract when such information
becomes known to CONTRACTOR.

2.3.7 Disqualification, if any, of CONTRACTOR staff, pursuant to this Sub
section 2.3 shall not relieve CONTRACTOR of its obligation to
complete all work in accordance with the terms and conditions of this
Contract.
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ALLEGATIONS OF FRAUD AND/OR ABUSE

In the event of allegations of fraud or abuse (fraud and abuse as defined in
appropriate Program provisions and regulations), County reserves the right to
withhold ten percent (10%) of the Contract amount or the amount of the final
request for payment, whichever is greater, on a completed program until a
determination is issued in writing by CSS Director or authotized designee that
withheld funds should be released to CONTRACTOR. Such written determination
shall not supersede or replace the final report.

AMERICANS WITH DISABILITIES ACT (ADA)

CONTRACTOR agrees to abide by all applicable Federal, State and local laws
including the Americans with Disabilities Act (ADA) and its requirement to provide
reasonable accommodations and auxiliary aids or services, unless compliance
with the ADA would place an undue financial burden on, or would fundamentally
alter the nature of, CONTRACTOR'S program.

ASSIGNMENT AND DELEGATION

51 CONTRACTOR shall not assign its rights or delegate its duties under this
Contract, or both, either in whole or in part, without the prior written consent
of COUNTY, in its discretion, and any attempted assignment or delegation
without such consent shall be null and void. For purposes of this
Subsection, COUNTY consent shall require a written amendment to this
Contract, which is formally approved and executed by the parties. Any
payments by COUNTY to any approved delegate or assignee on any claim
under this Contract shall be deductible, at COUNTY’S sole discretion,
against the claims which CONTRACTOR may have against COUNTY.

5.2  Shareholders, partners, members, or other equity holders of
CONTRACTOR may transfer, sell, exchange, assign, or divest themselves
of any interest they may have therein. However, in the event any such sale,
transfer, exchange, assignment, or divestment is effected in such a way as
to give majority control of CONTRACTOR to any person(s), corporation,
partnership, or legal entity other than the majority controlling interest therein
at the time of execution of this Contract, such disposition is an assignment
requiring the prior written consent of COUNTY in accordance with
applicable provisions of this Contract.

583 Any assumption, assignment, delegation, or takeover of any of
CONTRACTOR'S duties, responsibilities, obligations, or performance of
same by any entity other than CONTRACTOR, whether through
assignment, subcontract, delegation, merger, buyout, or any other
mechanism, with or without consideration for any reason whatsoever
without COUNTY'S express prior written approval, shall be a material
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breach of this Contract which may result in the termination of this Contract.
In the event of such termination, COUNTY shall be entitled to pursue the
same remedies against CONTRACTOR as it could pursue in the event of
default by CONTRACTOR.

AUTHORIZATION WARRANTY

CONTRACTOR represents and warrants that the person executing this Contract
for CONTRACTOR is an authorized agent who has actual authority to bind
CONTRACTOR to each and every term, condition, and obligation of this Contract
and that all requirements of CONTRACTOR have been fulfilled to provide such
actual authority.

BUDGET REDUCTIONS

In the event that COUNTY’S Board of Supetrvisors adopts, in any fiscal year, a
COUNTY budget which provides for reductions in the salaries and benefits
paid to the majority of COUNTY employees and imposes similar reductions
with respect to COUNTY Contracts, COUNTY reserves the right to reduce its
payment obligation under this Contract correspondingly for that fiscal year and
any subsequent fiscal year during the term of this Contract (including any
extensions), and the services o be provided by CONTRACTOR under this
Contract shall also be reduced correspondingly. COUNTY'’S notice to
CONTRACTOR regarding said reduction in payment obligation shall be
provided within thirty (30) calendar days of the Board’s approval of such
actions. Except as set forth in the preceding sentence, CONTRACTOR shall
continue to provide all of the services set forth in this Contract.

CERTIFICATION REGARDING DEBARMENT, SUSPENSION, INELIGIBILITY
AND VOLUNTARY EXCLUSION-LOWER TIER COVERED TRANSACTIONS
(45C.F.R. part 76)

CONTRACTOR hereby acknowledges that COUNTY is prohibited from
contracting with and/or making sub-awards to parties that are suspended,
debarred, ineligible, or excluded from securing federally funded contracts. By
executing this contract, CONTRACTOR certifies that neither it nor any of its
owners, officers, partners, directors, or other principals is currently suspended,
debarred, ineligible, or excluded from securing federally funded contracts.
Further by executing this Contract, CONTRACTOR certifies that, to its
knowledge, none of its Subcontractors, at any tier, or any owner, officer,
partner, director or other principal of any Subcontractors is currently
suspended, debarred, ineligible, or excluded from securing federally funded
contracts. CONTRACTOR shall immediately notify COUNTY in writing, during
the term of this Contract, should it or any of its Subcontractors or any
principals of either be suspended, debarred, ineligible, or excluded from
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securing federally funded contracts. Failure of CONTRACTOR to comply with
this provision shall constitute a material breach of this Contract upon which
COUNTY may immediaiely terminaie or suspend this Contract.

9.0 CHILD/ELDER ABUSE AND FRAUD PREVENTION REPORTING

9.1

9.2

93

CONTRACTOR staff working on this Contract shall comply with California
Penal Code (hereinafter "PC"} Section 11164 et seq. and shall report all
known and suspected instances of child abuse to an appropriate child
protective agency, as mandated by these code sections. Child abuse
reports shall be made by telephone to the Department of Children and
Family Services hotline at (800) 540-4000 within 24 hours and shall submit
all required information, in accordance with the PC Sections 11166 and
11167. :

CONTRACTOR staff working on this Contract shall comply with California
Welfare and Institutions Code (WIC), Section 15600 et seq. and shall report
all known or suspected instances of physical abuse of elders and
dependent adults either to an appropriate COUNTY adult protective
services agency or to a local law enforcement agency, as mandated by
these code sections. The CONTRACTOR staff working on this Contract
shall make the report on such abuse, and shall submit all required
information, in accordance with the WIC Sections 15630, 15633 and
15633.5.

Contractor staff working on this Contract shall also immediately report all
suspected or actual welfare fraud situations to the COUNTY.

10.0 CHILD SUPPORT COMPLIANCE PROGRAM

10.1

CONTRACTOR'S Warranty of Adherence to COUNTY'S Child Support
Compliance Program

10.1.1 CONTRACTOR acknowledges that COUNTY has established a goal of
ensuring that al! individuals who benéefit financially from COUNTY through
contract are in compliance with their court-ordered child, family and spousal
support obligations in order to mitigate the economic burden otherwise
imposed upon COUNTY and its taxpayers.

10.1.2 As required by COUNTY’S Child Support Compliance Program (County
Code Chapter 2.200) and without limiting CONTRACTOR'S duty under this
Contract to comply with all applicable provisions of law, CONTRACTOR
warrants that it is now in compliance and shall during the term of this
Contract maintain compliance with employment and wage reporting
requirements as required by the Federal Social Security Act (42 USC
Section 653a) and California Unemployment Insurance Code Section
1088.5, and shall implement all lawfully served Wage and Eatnings
Withholding Orders or Child Support Services Department Notices of Wage
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and Earnings Assignment for Child, Family, or Spousal Support, pursuant to
Code of Civil Procedure Section 706.031 and Family Code Section 5246(b).

10.2 Termination for Breach of Warranty to Maintain Compliance with COUNTY’S
Child Support Compliance Program

Failure of CONTRACTOR to maintain compliance with the requirements set
forth in Sub-section 10.1, “CONTRACTOR’'S Warranty of Adherence to
COUNTY’S Child Support Compliance Program®, shall constitute default
under this Contract. Without limiting the rights and remedies available to
COUNTY = under any other provision of this Contract, failure of
CONTRACTOR to cure such default within ninety (90) calendar days of
written notice shall be grounds upon which COUNTY may terminate this
Coniract pursuant to Part I, Section 71.0 “Termination for
CONTRACTOR'S Default”, and pursue debarment of CONTRACTOR,
pursuant to COUNTY Code Chapter 2.202.

11.0 COMPLAINTS

11.1 CONTRACTOR shall establish a written procedure to resolve client
grievances. At the request of COUNTY’S Contract Management Manager,
CONTRACTOR shall submit such procedures to COUNTY within five (5)
calendar days from the date of the request.

11.1.1 General Grievance Procedures

11.1.1.1 CONTRACTOR shall develop, maintain and operate
procedures for receiving, investigating and responding to
user complaints. CONTRACTOR shall submit said
procedures to COUNTY within fifteen (15) business days
after this Contract’s effective date for approval.

11.1.1.2 lf, at any time, CONTRACTOR wishes to change their user
complaint policy, CONTRACTOR shall submit changes to
COUNTY for approval before implementation.

11.1.1.3 If COUNTY requests changes in CONTRACTOR'S policy,
CONTRACTOR shall make such changes and resubmit the
plan to COUNTY within five (5) business days.

11.1.1.4 CONTRACTOR shall preliminarily investigate all complaints
and notify COUNTY'S Contract Management Manager of
the status of the investigation within five (5) business days
of receiving the complaint.
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11.1.1.5 When complaints cannot be resolved informally, a system of
follow-through shall be instituted which adheres to formal
plans for specific actions and strict time deadlines.

11.1.1.6 Copies of all written complaint responses shall be sent to
COUNTY's Contract Management Manager within five (5)
business days of mailing to the complainant.

12.0 COMPLETION OF CONTRACT

13.0

Sixty (60) calendar days prior to expiration of this Contract (or shorter time period if
notified by COUNTY), CONTRACTOR shall allow COUNTY or newly selected
CONTRACTOR a transition pertiod for orientation purposes and the ordery
transition of CONTRACTOR'S current operafion without additional cost to
COUNTY. CONTRACTOR shall continue to process work timely/accurately so
that the operation is current at expiration of this CONTRACT. [ CONTRACTOR
fails to adhere to the above work and standards, the COUNTY shall have the right
to withhold fifty percent (50%) to one-hundred percent (100%) of the last two (2)
months’ payments owed CONTRACTOR.

COMPLIANCE WITH APPLICABLE LAWS

13.1

13.2

CONTRACTOR certifies and agrees that it fully complies with all applicable
requirements of the Program regulations, as well as rules, ordinances, court
rules, municipal laws, directives, and policies issued pursuant to the
enabling statute(s) and/or State regulation or law. This includes compliance
with mandatory standards and policies relating to energy efficiency in the
State Energy Conservaiion Plan (Title 24, California Administrative Code)
and compliance with Section 306 of the Ciean Air Act (42 USC 1857(h)),
Section 508 of the Clean Water Act (33 USC 1368), Executive Order
11738 and Environmental Protection Agency regulations (40 CFR Part 15).
CONTRACTOR shall be responsible for any relevant changes in the law,
including, but not limited to, changes in Program regulations, rules,
ordinances, court rules, municipal laws, directives and policies issued
pursuant to the enabling statute(s) and/or State regulation or law.
CONTRACTOR shall also comply with all applicable ordinances, rules,
policies, directives, and procedures issued or adopted by COUNTY for
which CONTRACTOR is provided actual or consiructive notice. COUNTY
reserves the right to review CONTRACTOR procedures to ensure
compliance with the statutes, ordinances, regulations, rules, rulings, policies
and procedures of the State and the Federal govemment, as applicable.

CONTRACTOR agrees to comply with all applicable Federal, State and
local laws, rules, regulations, ordinances and directives, and all provisions
required thereby to be included herein, are hereby incorporated by this
reference.
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13.3 CONTRACTOR shall comply with mandatory standards and policies
relating to energy efficiency in the State Energy Conservation Plan (Title 24,
California Administrative Code) and the Energy Policy and Conservation
Act (Pub. L. 94-163, 89 Stat. 871).

13.4 Failure by CONTRACTOR to comply with such laws and regulations shall
be a material breach of this Contract and may result in termination of this
Contract.

13.5 CONTRACTOR shall indemnify and hold COUNTY harmless from and
against any and all damage, liability, costs or subcontractor costs, and
expenses including but not limited to, defense cosis and attorney’s fees
arising from or related to, any violation by CONTRACTOR, its agents,
officers and employees or Subcontractors of any laws, rules, regulations,
ordinances, and directives. ‘

COMPLIANCE WITH CIVIL RIGHTS LAWS

CONTRACTOR hereby assures that it will comply with Subchapter VI of the Civil
Rights Act of 1964, 42 USC Sections 2000 (&) (1) through 2000 (e} (17), to the end
that no person shall, on the grounds of race, creed, color, sex, sexual orientation,
religion, ancestry, age, condition of physical handicap, marital status, political
affiliation, or national origin, be excluded from participation in, be denied the
benefits of, or be otherwise subjected to discrimination under this Contract or
under any project, program, or activity supported by this Contract. CONTRACTOR
shall comply with Exhibit F, Attachment VII, CONTRACTOR’S Equal Employment
Opportunity (EEO) Ceriification.

COMPLIANCE WITH JURY SERVICE PROGRAM

15.1 This Contract is subject to the provisions of COUNTY’S ordinance entitled
Contractor Employee Jury Service (“Jury Service Program”) as codified in
Sections 2.203.010 through 2.203.090 of the Los Angeles County Code, a
copy of which is attached hereto as Exhibit F, Attachment V, and
incorporated by reference into and made a part of this Contract.

15.1.1 Written Employee Jury Service Policy

15.1.1.1 Unless CONTRACTOR has demonstrated to COUNTY’S
satisfaction either that CONTRACTOR is not a
“Contractor” as defined under the Jury Service Program
(Section 2.203.020 of the County Code} or that
CONTRACTOR qualifies for an exception to the Jury
Service Program (Section 2.203.070 of the County Code),
CONTRACTOR shall have and adhere to a written policy

Sample Contract FY 2009-2010 Page 28



ATTACHMENT B

that provides that its Employees shall receive from
CONTRACTOR, on an annual basis, no less than five (5)
days of regular pay for actual jury service. The policy may
provide that Employees deposit any fees received for such
jury service with CONTRACTOR or that CONTRACTOR
deduct from the Employee’s regular pay the fees received
for jury service.

15.1.1.2 For purposes of this Subsection, “CONTRACTOR” means
a person, partnership, corporation or other entity which
has a contract with COUNTY or a subcontract with a
COUNTY contractor and has received or will receive an
aggregate sum of Fifty Thousand Dollars ($50,000) or
more in any 12-month period under one or more COUNTY
contracts or subcontracts. “Employee” means any
California resident who is a full time employee of
CONTRACTOR. “Full-time” means forty (40) hours or
more worked per week, or a lesser number of hours if: 1)
the lesser number is a recognized industry standard as
determined by COUNTY, or 2) CONTRACTOR has a
long-standing practice that defines the lesser number of
hours as full-time. Full-time employees providing short-
term, temporary services of ninety (20) days or less within
a 12-month period are not considered full-time for
purposes of the Jury Service Program. If CONTRACTOR
uses any Subcontractor to perform services for COUNTY
under this Contract, the Subcontractor shall also be
subject o the provisions of this Section 15.0 The
provisions of this Subsection 15.1.1.2 shall be inserted
into any such subcontract and a copy of the Jury Service
Program shall be attached to the agreement.

15.1.1.3 If CONTRACTOR is not required to comply with the Jury
Service Program when this Contract commences,
CONTRACTOR shall have a continuing obligation to
review the applicability of its “exception status” from the
Jury Service Program, and CONTRACTOR shall
immediately notify COUNTY if CONTRACTOR at any time
either comes within the Jury Service Program’s definition
of “"CONTRACTOR” or if CONTRACTOR no longer
qualifies for an exception to the Jury Service Program. In
either event, CONTRACTOR shall immediately implement
a written policy consistent with the Jury Service Program.
COUNTY may also require, at any time during the term of
this Coniract and at its sole discretion, that
CONTRACTOR demonstrate to COUNTY'’S satisfaction
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that CONTRACTOR either continues to remain outside of
the Jury Service Program’s definition of “CONTRACTOR”
and/or that CONTRACTOR continues to qualify for an
exception to the Jury Service Program.

15.1.1.4 CONTRACTOR'S violation of this Section may constitute
a material breach of this Contract. In the event of such
material breach, COUNTY may, in its sole discretion,
terminate this Contract and/or bar CONTRACTOR from
the award of future COUNTY contracts for a period of time
consistent with the seriousness of the breach.

16.0 CONDUCT OF PROGRAM

17.0

CONTRACTOR shall abide by all terms and conditions imposed and required by
this Contract and shall comply with all subsequent revisions, modifications, and
administrative and statutory changes made by the County, State, and all
applicable provisions of the County, State and Federal regulations. Failure by
CONTRACTOR to comply with provisions, requirements or conditions of this
Contract, including but not limited to performance documentation, reporting, audit,
and evaluation requirements, shall be a material breach of this Contract and may
result in the withholding of payments, financial penalties, and/or termination as
stated herein.

CONFIDENTIALITY

17.1 CONTRACTOR shall maintain the confidentiality of any information
regarding a program participant(s)/client(s), and the immediate family of any
applicant or participant(s)/client(s), that identifies or may be used to identify
them and which may be obtained through application forms, interviews,
tests, reports from the public agencies or counselors, or any other source.
CONTRACTOR shall not divulge such information without the permission of
the participant(s)/client(s), and upon agreement by COUNTY's CMM,
except for disclosures required by court process, order, or decree, and
except that information which is necessary for purposes related to the
performance, operation or evaluation of this Coniract. Such information
may be divulged to parties having responsibilities under this Contract for
monitoring or evaluating the services and performances under this Contract
and to governmental authorities to the extent necessary for the proper
administration of the program.

17.2 CONTRACTOR shall notify COUNTY of any and all requests for release of
information at least five (5) business days prior to release of said
information. CONTRACTOR shall not release said information without
COUNTY’S approval.
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Data (information) received from State depariments/agencies is confidential
when it identifies an individual, or an employing unit. Confidential
information is not open to the public and requires special precautions to
protect it from loss, unauthorized use, access, disclosure, modification, and
destruction. CONTRACTOR agrees to keep all information furnished by a
State agency/department strictly confidential, and make the information
available to its own employees on a “need-to-know” basis, as specifically
authorized in this Contract. @~ CONTRACTOR agrees to instruct all
employees with State information access regarding the confidentiality of this
information, and the sanctions against unauthorized use, and the California
Unemployment Insurance Code (Section 2111). CONTRACTOR agrees to
store and process information electronically, in a manner that renders it
irretrievable by unauthorized computer, remote terminal, or other means.
Confidential information should be returned promptly to COUNTY and/or all
copies/derivations should be destroyed when no longer in use. An
approved method of confidential information destruction must be approved
by COUNTY and thereafter must be used. Approved methods include
shredding, buming, or certified or witnessed destruction. Magnetic media
are to be demagnetized, or returned to the involved State
department/agency. In no event shall said information be disclosed to any
individual outside of CONTRACTOR staff, and/or their employees.

CONTRACTOR shall cause each non-employee performing services
covered by this Contract to sign and adhere to Exhibit F, Attachment [X,
“CONTRACTOR Non-Employee Acknowledgment and Confidentiality
Agreement.”

CONTRACTOR shall cause each CONTRACTOR’s employee to sign and
adhere to Exhibit F, Attachment Vill, “CONTRACTOR Employee
Acknowledgement and Confidentiality Agreement.”

CONTRACTOR shall notify COUNTY of any attempt to obtain confidential
records through the legal process.

CONTRACTOR agrees to notify COUNTY in writing within twenty-four (24)
hours of any actual or suspected misuse, misappropriation, unauthorized
disclosure of, or unauthorized access to Confidential Information that may
come to CONTRACTOR'S attention, and that includes unauthorized access
to CONTRACTOR'S computer or computers (including those of any
Subcontractor involved in the Relationship) containing CONTRACTOR'S or
COUNTY’S Confidential Information related to this Contract, including
names and information of referred participants. Unauthorized access may
include a virus or worm that penetrates and gains access to a computer and
places a back door or keystroke logger on it, or a directed hack/crack that
gains access to and some control over a computer.

Sample Contract FY 2009-2010 Page 31



ATTACHMENT B

17.8 CONTRACTOR shall comply with all applicable laws peraining to

confidentiality. This shall include, but is not limited to, the confidentiality
provisions of Section 827 and Section 10850 of the California Welfare and
institutions Code and MPP Division 19.

18.0 CONFLICT OF INTEREST

18.1

18.2

No COUNTY employee whose position in COUNTY enables such
employee to influence the award of this Contract or any competing
Contract, and no spouse ot economic dependent of such employee, shall
be employed in any capacity by CONTRACTOR or have any other direct or
indirect financial interest in this Contract. No officer or employee of
CONTRACTOR who may financially benefit from the performance of work
hereunder shall in any way patticipate in COUNTY’S approval, or ongoing
evaluation of such work, or in any way attempt to unlawfully influence
COUNTY’S approval or ongoing evaluation of such work.

CONTRACTOR shall comply with all conflict of interest laws, ordinances,
and regulations now in effect or hereafter to be enacted during the term of
this Contract. CONTRACTOR wairants that it is not now aware of any facts
that create a conilict of interest. If CONTRACTOR hereafter becomes
aware of any facts that might reasonably be expected to create a conflict of
interest, it shall immediately make full written disclosure of such facts to
COUNTY. Full written disclosure shall include, but is not limited to,
identification of all persons implicated and complete description of all
relevant circumstances. Failure to comply with the provisions of this
Section shall be a material breach of this Contract.

19.0 CONSIDERATION OF GREATER AVENUES FOR INDEPENDENCE (GAIN) OR
GENERAL RELIEF OPPORTUNITIES FOR WORK (GROW) PARTICIPANTS
FOR EMPLOYMENT

19.1

19.2

Should CONTRACTOR require additional or replacement personnel after
the effective date of this Contract, CONTRACTOR shali give consideration
for any such employment openings to participants in the COUNTY'S
Department of Public Social Services’ Greater Avenues for Independence
(GAIN) Program or General Relief Opportunities for Work (GROW)
Program who meet CONTRACTOR'S minimum qualifications for the open
position. For this purpose, consideration shall mean that CONTRACTOR
will interview qualified candidates. COUNTY will refer GAIN/GROW
paricipants, by job category, to CONTRACTOR.

In the event that both laid-off COUNTY employees and GAIN/GROW
participants are available for hiring, COUNTY employees shall be given first
priority.
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20.0 CONSIDERATION OF HIRING COUNTY EMPLOYEES TARGETED FOR
LAYOFFS OR ON REEMPLOYMENT LIST

21.0

20.1

Should CONTRACTOR require additional or replacement personnel after
the effective date of this Contract to perform the services set forth herein,
CONTRACTOR shall give first consideration for such employment openings
to qualified permanent COUNTY employees who are targeted for layoff or
qualified former COUNTY employees who are on a reemployment list
during the life of this Contract.

CONTRACT ACCOUNTING AND FINANCIAL REPORTING

21.1 CONTRACTOR shall establish and maintain an accounting system
including internal controls and financial reporting, which shall meet the
minimum requirements for Contract Accounting as described in Exhibit F,
Attachment X, Auditor-Controller Contract Accounting and Administration

21.2

21.3

Handbook.

CONTRACTOR shall maintain supporting documentation for all accruails
reported. Accruals which are not properly supported may be disallowed

upon audit.

CONTRACTOR shall submit the following reports for the Program to

COUNTY:

21.3.1 Fiscal Reporting:

21.3.1.1

21.3.1.2

21.3.1.3

Monthly Fiscal Reporting Forms are due by the twenty-fifth
(25" business day of the month, following the month
covered in the report.

Expenditure Closeout Report: Two (2) copies of a final
fiscal closeout report, to be submitied in the form and
manner designated by COUNTY Contract Management
Manager, with a deadline to be announced for the
Program, including the reporting of expenses and accruals
through the last day of the Program year.

If the Contract is terminated or cancelled prior to June 30",
the annual closeout report shall be for that Contract period
which ends on the termination or cancellation date. Two
(2) copies of such report shall be submitted within the
designated timeframe after the termination/cancellation
date to COUNTY’S Program Accounting Division.
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21.3.2 Program Reporting: CONTRACTOR monthly, quarterly, and annual
reports will be completed as required pursuant to Dispute Resolution
Program Directive/Policy.

21.3.3 Program Income: Revenue generated by CONTRACTOR (or
subcontractor) from Coniract activities, which has been properly earned
in excess of costs for each program, including program interest, are to
be treated as Program Income as defined in OMB Circulars and
Federal Regulations pertaining to Program Income, including without
limitation 29 CFR §95.24 (non-governmental grantees) and
§97.25(governmental grantees), 45 CFR § 74.24, and OMB Circulars
A-102 and A-110.. CONTRACTOR shall be responsible for tracking all
Contract revenues and expenditures for the DRP program, including
submission of the following:

21.3.3.1 A Program Income Statement Report is generated by

CONTRACTOR on Contract revenues  versus
expenditures. This is submitted to the CSS Program
Accounting Division with the Expenditure Closeout Report.
The purpose of this Report is to identify the amount of
Program Income. The Program Income Statement Report
should be amended if adjustments are required due to any
new information received after the filing of the report. The
use of Program Income requires prior COUNTY approval.

21.3.3.2 If CONTRACTOR'S Program Income Statement Report
identifies Program Income, a Plan for Disposition of
Program Income {Plan) must be submitted by
CONTRACTOR to COUNTY within thirty (30) days after
the Program Income Statement Report is due.

21.3.3.3 Program Income must be speni on line items identified in
the Plan, unless the plan is officially amended. This Plan
will be reviewed by COUNTY for final approval. The Plan
should be amended as soon as possible if the Income
Statement Report is amended.

21.3.3.4 Within thirty (30) days after the scheduled completion date
of an approved Plan for Disposition of Program Income by
CONTRACTOR must submit a Final Report on Disposition
to COUNTY.

21.3.3.5 If the Final Report on Disposition is not submitted on the

scheduled date, COUNTY shail either extend the
completion date, renegotiate the Plan for Disposition of
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Program Income, or recapture the balance of the
unexpended Program Income.

21.3.4 Cost Allocation Plan for Cost Reimbursement Activities:

A Cost Allocation Plan (CAP) must be submitted as a reference
document to this Contract to support the distribution of any joint
costs with other funding sources related to the activities of this
Contract. All costs included in the CAP will be supported by formal
accounting records, which will substantiate the propriety of eventual
charges. Budget allocations are not adequate documentation.
CONTRACTOR will retain on file all documentation supporting the
methodology utilized to determine the reasonableness of the costs
allocated to the cost-reimbursement activities. COUNTY'S
designated Contract monitor will test CONTRACTOR'S CAP during
the normal course of monitoring to ensure compliance with OMB
requirements. Failure to comply may result in no payment or in a
partial or reduced payment until CONTRACTOR is in compliance. In
addition, failure to comply may result in Contract termination.

21.3.5 Property/Capital Expenditures:

All property costing five thousand dollars ($5,000.00) or more
purchased with Program funds requires prior written permission from
the State and the CSS Director or designee and may be depreciated
and tagged and tracked as property of the Los Angeles County
Dispute Resolution Program Act (DRP) Programs.

21.3.6 Nonexpendable Property:

21.3.6.1 CONTRACTOR shall maintain a record for each item
of nonexpendable property acquired for this program
with Program monies. Nonexpendable property shall
include tangible personal property including but not
limited 1o, office equipment, as well as any funds
derived from the sale or disposition of non-expendable

property.

21.36.2 Any utilization of funds derived from the sale or
disposition of nonexpendable property must have prior
approval of COUNTY and otherwise comply with all
applicable laws and regulations.

21.3.6.3 In case of termination of this Contract, COUNTY

reserves the right to determine the final disposition of
said nonexpendable property acquired for this
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Program. Said disposition may include but is not
limited to, COUNTY taking possession of said
nonexpendable property.

21.3.7 Capital Improvements:

CONTRACTOR shall assure that no funds

provided under this Contract are used for the purchase or improvement of land or for the purchase or
construction of any improvement to any building or facility, unless specifically approved in writing by the CSS
Director or authorized designee.

22.0 CONTRACT MODIFICATIONS/AMENDMENTS

22.1

22.2

This Contract fully expresses the agreement of the parties. Any modification
or amendment of the terms or conditions of this Contract must be by means -
of a separate written document approved by COUNTY. No oral
conversation between any officer, employee or agent of the parties shall
modify or otherwise amend this Contract in any way. COUNTY may make
a unilateral modification to this Contract at any time, if required by County,
State, or Federal law or regulations, State law or policy, and/or COUNTY
policy. COUNTY shall give CONTRACTOR ten (10) days prior written
notice delivered by certified mail, return receipt requested of its intent to
make such changes and amendments hereunder. Furthermore, to the
extent that funding for the program is eliminated or otherwise reduced, the
COUNTY may in its sole discretion modify this Contract accordingly.

The COUNTY reserves the right to change any portion of this Contract.
Any such revision shall be accomplished in the following manner:

22.2.1 With regard to the movement of funds within an approved budget
(i.e. from one category to another), such movement may not exceed
25% of the Maximum Contract Sum. All such modifications must be
in writing and mutually agreed upon by COUNTY Contract
Management Manager or designee and CONTRACTOR and must
be in the best interest of COUNTY.

22.2.2 For any revision that maierially affects the scope of work or any term
and condition included in the Contract, a negotiated amendment to
the Contract shall be executed by the Los Angeles County Board of
Supervisors and the CONTRACTOR.

22.2.3 The Los Angeles County Board of Supervisors or Chief Executive
Officer or designee may require the addition and/or change of certain
terms and conditions in the Contract during the term of this Contract.
The COUNTY reserves the right to add and/or change such
provisions as required by the Board of Supervisors or Chief
Executive Officer. To implement such changes, an Amendment to
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the Coniract shall be prepared and executed by the CONTRACTOR
and by CSS.

22.2.4 CONTRACTOR requests for modifications, either budgetary or
programmatic, must be submitted in writing 1o COUNTY.
Modification requests will not be accepted during the first two (2)
months and the last month of the Contract period (except where a
written waiver is requested by CONTRACTOR and accepted by
COUNTY). All modification requests shall not be submilted o
COUNTY more than once in each quarter.

22.2.5 For any change, which does not affect the scope of work or any
other term or condition under this Contract, the COUNTY reserves
the right to initiate a change notice which shall be prepared and
signed by the COUNTY CCM and the CONTRACTOR Program
Director.

23.0 CONTRACTOR RESPONSIBILITY AND DEBARMENT

23.1

23.2

23.3

A responsible contractor is a contractor who has demonstrated the attribute
of trustworthiness, as well as quality, fitness, capacity and experience to
satisfactorily perform this contract. It is COUNTY’S policy to conduct
business only with responsible contractors.

CONTRACTOR is hereby notified that, in accordance with Chapter 2.202 of
the Los Angeles County Code, if COUNTY acquires information concerning
the performance of CONTRACTOR on this or other contracts which
indicates that CONTRACTOR is not responsible, COUNTY may, in addition
to other remedies provided in this Contract, debar CONTRACTOR from
bidding or proposing on, or being awarded, and/or performing work on
COUNTY contracts for a specified period of time, which generally will not
exceed five (5) years but may exceed five (5) years or be permanent if
warranted by the circumstances, and terminate any or all existing contracts
CONTRACTOR may have with COUNTY.

COUNTY may debar a CONTRACTOR if the Board of Supetrvisors finds, in
its discretion, that CONTRACTOR has done any of the following: (1)
violated a term of a contract with COUNTY or a nonprofit corporation
created by COUNTY; (2) committed an act or omission which negatively
reflects on CONTRACTOR'S quality, fitness or capacity to perform a
confract with COUNTY, any other public entity, or a nonprofit corporation
created by COUNTY, or engaged in a pattern or practice which negatively
reflects on same; (3) committed an act or offense which indicates a lack of
business integrity or business honesty, or (4) made or submitted a faise
claim against COUNTY or any other public entity.
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If there is evidence that CONTRACTOR may be subject to debarment, the
Department will notify CONTRACTOR in writing of the evidence, which is
the basis for the proposed debarment and will advise CONTRACTOR of the
scheduled date for a debarment hearing before the Contractor Hearing
Board.

The Contractor Hearing Board will conduct a hearing where evidence on
the proposed debarment is presented. CONTRACTOR and/or
CONTRACTOR'S representative shall be given an opportunity to submit
evidence at that hearing. After the hearing, the Contractor Hearing Board
shall prepare a tentative proposed decision, which shall contain a
recommendation regarding whether CONTRACTOR should be debarred,
and if so, the appropriate length of time of the debarment. CONTRACTOR
and the Department shall be provided an opportunity to object to the
tentative proposed decision prior to its presentation to the Board of
Supervisors.

After consideration of any objections or if no objections are submitted, a
record of the hearing, the proposed decision and any other
recommendation of the Contractor Hearing Board shall be presented to the
Board of Supervisors. The Board of Supervisors shall have the right to
modify, deny, or adopt the proposed decision and recommendation of the
Contractor Hearing Board.

If a CONTRACTOR has been debarred for a period longer than five (5)
years, that CONTRACTOR may, after the debarment has been in effect for
at least five (5) years, submit a writien request for review of the debarment
determination to reduce the period of debarment or terminate the
debarment. COUNTY may, in its discretion, reduce the period of
debarment or terminate the debarment if it finds that CONTRACTOR has
adequately demonstrated one (1) or more of the following: (1) elimination of
the grounds for which the debarment was imposed; (2) a bona fide change
in ownership or management; (3) material evidence discovered after
debarment was imposed; or (4) any other reason that is in the best interests
of COUNTY.

The Contractor Hearing Board will consider a request for review of a
debarment determination only where: (1) CONTRACTOR has been
debarred for a period longer than five (5) years; (2) the debarment has been
in effect for at least five {5) years; and (3) the request is in writing, states
one (1) or more of the grounds for reduction of the debarment period or
termination of the debarment, and includes supporting documentation.
Upon receiving an appropriate request, the Contractor Hearing Board will
provide notice of the hearing on the request. At the hearing, the Contractor
Hearing Board shall conduct a hearing where evidence on the proposed
reduction of debarment period or termination of debarment is presented.
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This hearing shall be conducted and the request for review decided by the
Contractor Hearing Board pursuant to the same procedures as for a
debarment hearing.

23.8.1 The Contractor Hearing Board’s proposed decision shall contain a
recommendation on the request to reduce the period of debarment
or terminate the debarment. The Contractor Hearing Board shall
present its proposed decision and recommendation to the Board of
Supervisors. The Board of Supervisors shall have the right to
modify, deny, or adopt the proposed decision and recommendation
of the Contractor Hearing Board.

23.9 These terms shall also apply to Subcontractors of COUNTY Contractors.
CONTRACTOR'S CHARITABLE ACTIVITIES COMPLIANCE

The Supervision of Trustees and Fundraisers for Charitable Purposes Act
regulates entities receiving or raising charitable contributions. The "Nonprofit
Integrity Act of 2004" (SB 1262, Chapter 919) increased Charitable Purposes Act
requirements. By requiring CONTRACTORS to complete the certification in Exhibit
F, Attachment Ill, COUNTY seeks to ensure that all Los Angeles County
CONTRACTORS, which receive or raise charitable contributions, comply with
California law in order to protect Los Angeles County and its taxpayers. A
CONTRACTOR, which receives or raises charitable contributions without
complying with its obligations under California law, commits a material breach
subjecting it to either contract termination or debarment proceedings or both. (Los
Angeles Gounty Code, Chapter 2.202).

CONTRACTOR'S WORK

25.1 Pursuant to the provisions of this Contract, CONTRACTOR shall fully
perform, complete and deliver on time, all tasks, deliverables, services and
other work as more fully set forth in Exhibit A, Mandated Program
Requirements, Exhibit B, Statement of Work Exhibit C, Budget and Exhibit
D, Performance Requirements Summary (PRS) Chart..

25.2 If CONTRACTOR provides any tasks, deliverables, goods, services, or
other work, other than as specified in this Contract, the same shall be
deemed o be a gratuitous effort on the part of CONTRACTOR, and
CONTRACTOR shall have no claim whatsoever against COUNTY.

25.3 If CONTRACTOR fails to meet the Contract requirements as specified in
Exhibit D, Performance Requirements Summary (PRS) Chart hereunder,
COUNTY may take actions specified in the PRS Chart for deficiencies and
failures of performance. Failure of CONTRACTOR to take corrective action,
when appropriate, to cure Contract discrepancies within the timeframe
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provided by COUNTY may result in COUNTY applying the provision of
Section 74.0, Termination for Contractor's Defauit. This section, 25.0 shall
not in any manner restrict or limit COUNTY’s other remedies under this
Contract.

25.4 The performance of CONTRACTOR will be reevaluated as of the end of
December of each fiscal year, and funds may be reallocated.
CONTRACTORS who under-perform may have funds reduced and
reallocated to other Dispute Resolution Program agencies that are over-
performing and qualify for grant increases. Additionally, the County at its
discretion may reduce the CONTRACTOR’s annual grant for the following
fiscal year to more accurately reflect the CONTRACTOR's level of service.

COST OF LIVING ADJUSTMENTS

The CONTRACTOR'S rates shall remain firm and fixed for the term of the
Contract. The Contract (hourly, daily, monthly, etc.) amount may be adjusted at the
COUNTY'S discretion, annually based on the increase or decrease in the U.S.
Department of Labor, Bureau of Labor Statistics Consumer Price Index (CPI) for
the Los Angeles-Riverside-Orange County Area for the most recently published
percentage change for the 12-month period preceding the Contract anniversary
date, which shall be the effective date for any cost of living adjustment. However,
any increase shall not exceed the general salary movement granted to COUNTY
employees as determined by the Chief Executive Office as of each July 1 for the
prior 12-month period. Furthermore, shouid fiscal circumstances ultimately prevent
the Board from approving any increase in COUNTY employee salaries; no Cost of
Living Adjustment (COLA) pursuant to this Section for living wage contracts, it
may, in its sole discretion exclude the cost of labor {including the cost of wages
and benefits paid to employees providing services under this contract) from the
base upon which a COLA is calculated, unless the CONTRACTOR can show that
his/her labor cost will actually increase.

COUNTY’S QUALITY ASSURANCE PLAN

COUNTY or its agent will evaluate CONTRACTOR'S performance under this
Contract on not less than an annual basis. Such evaluation will include assessing
CONTRACTOR'S compliance with all Contract terms and conditions and
performance standards. CONTRACTOR deficiencies which COUNTY determines
are severe or continuing and that may place performance of this Contract in
jeopardy if not corrected shall be reported to the Board of Supervisors. The report
will include improvement/corrective action measures taken by COUNTY and
CONTRACTOR. If improvement does not occur consistent with the corrective
action measures, COUNTY may terminate this Contract or impose other penalties
as specified in this Contract.
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COVENANTS AGAINST FEES

28.1 CONTRACTOR warrants and represents that no person or selling agency
has been employed or retained to solicit or secure this Contract upon any
contract or understanding for a commission, percentage, brokerage, or
contingent fee, excepting bona fide employees or bona fide established
commercial or selling agencies maintained by CONTRACTOR for the
purpose of securing business.

28.2 For breach of this warranty, COUNTY shall have the right to terminate this
Contract and, at its sole discretion, deduct from Contract price or
consideration, or otherwise recover, the full amount of such commission,
percentage, brokerage or contingent fee.

DAMAGE TO COUNTY FACILITIES, BUILDINGS OR GROUNDS

29.1 CONTRACTOR shall repair, or cause to be repaired, at its own cost, any
and all damage to COUNTY facilities, buildings, or grounds caused by
CONTRACTOR or employees or agents of CONTRACTOR. Such repairs
shall be made immediately after CONTRACTOR has become aware of
such damage, but in no event later than thirty (30) days after the
occurrence.

29.2 It CONTRACTOR fails to make timely repairs, COUNTY may make any
necessary repairs. All costs incurred by COUNTY, as determined by
COUNTY, for such repairs shall be repaid by CONTRACTOR by cash
payment upon demand.

DISALLOWED COSTS

CONTRACTOR agrees to be bound by applicable COUNTY and/or Program
disallowed cost procedures, rules and regulations, and to repay COUNTY for any
expenditure which violates the ierms of this Contract or applicable Program
provisions or implementing laws, rules, or regulations.

DISCLOSURE OF INFORMATION

CONTRACTOR shall not disclose any details in connection with this
Contract to any party, except as may be otherwise provided herein or required by
law. However, in recognizing the CONTRACTOR’S need to identify its services
and relaied participants to sustain itself, COUNTY will not inhibit the
CONTRACTOR from publicizing its role under the Contract within the following
conditions:
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31.1 CONTRACTOR shall develop all publicity material in a professional
manner; and

31.2 During the course of performance of this Contract, the CONTRACTOR, its
employees, agents, and Subcontractors shall not publish or disseminate
commercial advertisements, press releases, opinions or feature articles, or
other materials using the name of the COUNTY without the prior written
consent of the Director. In no event shall the CONTRACTOR use any
material which ldentifies any individual by name or picture as an applicant
for or participant of services provided by CSS.

31.3 CONTRACTOR may, without prior written permission of the COUNTY,
indicate in its proposals and sales materials that it has been awarded this
Contract with the County of Los Angeles, provided, however, that the
requirements of this Section shall appiy.

EMPLOYEE BENEFITS AND TAXES
32.1 CONTRACTOR shall be solely responsible for providing to, or on behalf of

its employees, all legally required salaries, wages, benefits, or other
compensation.

32.2 COUNTY shall have no liability or responsibility for any taxes, including,

without limitation, sales, income, employee withholding and/or property
taxes, which may be imposed in connection with or resulting from this
Contract or CONTRACTOR'S performance hereunder.

EMPLOYEE SAFETY

CONTRACTOR will assure that the CONTRACTOR'’S employees:

33.1 Are covered by an effective Injury and lliness Prevention Program; and
33.2 Receive all required general and specific training on Employee Safety.
EMPLOYMENT ELIGIBILITY VERIFICATION

34.1 CONTRACTOR warrants that it fully complies with all Federal and State
statutes and regulations regarding employment of aliens and others, and
that all its employees performing work under this Contract meet the
citizenship or alien status requirements set forth in Federal and State
statutes and regulations. CONTRACTOR shali obtain, from all employees
performing work hereunder, all verification and other documentation of
employment eligibility status required by Federal and State statutes and
regulations including but not limited to, the Immigration Reform and Control
Act of 1986, (P.L. 99-603), or as they currently exist and as they may be
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hereafter amended. CONTRACTOR shall retain such documentation of all
covered employees for the period prescribed by law.

34.2 CONTRACTOR shall indemnify, defend, and hold harmless, COUNTY, its
agents, officers and employees from employer sanctions and any other
liability which may be assessed against CONTRACTOR or COUNTY or
both in connection with any alleged violation of Federal or State statutes or
regulations pertaining to the eligibility for employment of any persons
performing work under this Contract.

FACSIMILIE REPRESENTATIONS

COUNTY and CONTRACTOR hereby agree io regard facsimile

representations of original signatures of authorized officers of each party, when
appearing in appropriate places on the Modifications/Amendments prepared
pursuant to Section 22.0, and received via communications facilities, as legaily
sufficient evidence that such original signatures have been affixed to Amendments
to this Contract, such that the parties need not follow up facsimile transmissions of
such documents with subsequent (non-facsimile) transmission of “original’
versions of such documents.

FAIR LABOR STANDARD

CONTRACTOR shall comply with all State and applicable provisions of the
Federal Fair Labor Standards Act and shall indemnify, defend, and hold harmless
COUNTY and its agents, officers, and employees from any and all liability,
including, but not limited to, wages, overtime pay, liquidated damages, penalties,
court costs, and attorneys’ fees arising under any wage and hour law, including,
but not limited to, the Federal Fair Labor Standards Act, for work performed by
CONTRACTOR'S employees for which COUNTY may be found jointly or solely
liable.

FEDERAL LIMITED ENGLISH PROFICENCY REQUIREMENT — EXECUTIVE
ORDER 13166

CONTRACTOR must provide services to Participants with limited or no English
speaking capabilities in the primary/native language of the Participant. This shall
be done using bilingual staff or a translator. The most common non-English
primary/native languages of the Dispute Resolution Program are Armenian,
Cambodian, Chinese, Korean, Russian, Spanish, Tagalog, and Viethamese.
CONTRACTOR shall make efforts to employ staff and volunteers who are
bilingual in these languages. At no time shall any Participant be required to
provide his/her own iranslator.

FIXED ASSETS
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Title to all fixed assets purchased with COUNTY funds designated by COUNTY for
that purpose under this CONTRACT shall remain with COUNTY. A “Fixed Asset”
is defined hereunder as any equipment costing Five Thousand Dollars ($5,000) or
more, with a useful life of more than one (1) year - see Exhibit F, Attachment XV,
Fixed Assets/Equipment Purchase Requirements. Such assets shall be
maintained, repaired and kept track of by completing an Inventory Control Form,
Exhibit F, Attachment XVI, by CONTRACTOR during the term of this Contract.
CONTRACTOR shall provide an accounting of such assets at the termination or
expiration of this Contract and shall deliver same to COUNTY upon COUNTY’S
written request. CONTRACTOR shall have the option upon the expiration or
termination of this Contract to acquire such assets at a price to be mutually agreed
upon by COUNTY and CONTRACTOR. CONTRACTOR shall abide by the policy
set forth in Exhibit F, Attachment XV, Fixed Assets/Equipment Purchase
Requirements. .

FORCE MAJEURE

In the event that performance by either party is rendered impossible

(permanently or temporarily) due to acts of war, acts of terrorism, fires, floods,
epidemics, quarantine restrictions, or other natural occurrences, strikes, work
slowdowns, lockouts (other than a lockout by CONTRACTOR or any of
CONTRACTOR's Subcontractors), freight embargoes, or other similar acts to
those described above or other causes beyond the reasonable control of such
party, and without fault or negligence, said event shall excuse performance by
such party, or in the case of temporary impossibility, shall excuse performance
only for a period commensurate with the period of impossibility. Notwithstanding
the foregoing, COUNTY shall have the right to terminate the Contract upon any
event that renders performance impossible. In such case, COUNTY shall be
responsible for payment of all expenses incurred to the point at which this Contract
is terminated.

39.1 In the event CONTRACTOR's failure to perform arises out of a force
majeure event, CONTRACTOR agrees to use commercially reasonable
best efforts to obtain goods or services from other sources, if applicable,
and to otherwise mitigate the damages and reduce the delay caused by
such force majeure event.

GOVERNING LAW, JURISDICTION, AND VENUE

This Contract shall be govemned by, and construed in accordance with, the laws of
the State of California. CONTRACTOR agrees and consents to the exclusive
jurisdiction of the courts of the State of California for all purposes regarding this
Contract and further agrees and consents that venue of any action brought
hereunder shall be exclusively in the County of Los Angeles.

GOVERNMENT OBSERVATIONS
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CONTRACTOR shall permit Federal, State, COUNTY and/or research personnel,
in addition to CSS contracting staff, io observe performance, activities, or review
documents required under this Contract any time during normal working hours.
However, these personnel may not unreasonably interfere with the
CONTRACTOR's performance.

CONTRACTOR'S OBLIGATIONS AS A “BUSINESS ASSOCIATE” UNDER
HEALTH INSURANCE PORTABILITY & ACCOUNTABILITY ACT

COUNTY is subject to the Administrative Simplification requirements of the
Federal Health Insurance Portability and Accountability Act of 1996 (HIPAA).
Under this Contract, to the extent CONTRACTOR provides services to COUNTY
and CONTRACTOR receives, has access to, and/or creates Protected Health
Information as defined in Exhibit F, Attachment X1V, in order to provide those
services. COUNTY and the CONTRACTOR therefore agree to the terms of
Exhibit F, Attachment XIV, CONTRACTOR'S Obligations As A “Business
Associate” under the Health Insurance Portability and Accountability Act (HIPAA)
of 1996.

INDEMNIFICATION

CONTRACTOR shall indemnify, defend and hold harmless COUNTY, its Special
Districts, elected and appointed officers, employees, and agents from and against
any and all liability, including but not limited to, demands, claims, actions, fees,
costs, and expenses (including attorney and expert witness fees), arising from or
connected with CONTRACTOR'S acts and/or omissions arising from and/or
relating to this Contract.

INDEPENDENT CONTRACTOR STATUS

44.1 This Contract is by and between COUNTY and CONTRACTOR and is not
intended, and shall not be construed, to create the relationship of agent,
servant, employee, partnership, joint venture, or association, as between
COUNTY and CONTRACTOR. The employees and agents of one party
shall not be, or be construed to be, the employees or agents of the other
party for any purpose whatsoever.

44.2 CONTRACTOR shall be solely liable and responsible for providing to, or on
behalf of, all persons performing work pursuant to this Contract all
compensation and benefits. COUNTY shall have no liabilty or
responsibility for the payment of any salaries, wages, unemployment
benefits, disability benefits, Federal, State, or local taxes, or other
compensation, benefits, or taxes for any personnel provided by or on behaif
of CONTRACTOR.
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44.3 CONTRACTOR understands and agrees that all persons performing work
pursuant to this Contract are, for purposes of Workers’ Compensation
liability, solely employees of CONTRACTOR and not employees of
COUNTY. CONTRACTOR shall be solely liable and responsible for
furnishing any and all Workers’ Compensation benefits to any person as a
result of any injuries arising from or connected with any work performed by
or on behalf of CONTRACTOR pursuant to this Contract.

44.4 CONTRACTOR shall adhere to the provisions stated in Section 17.0,
Confidentiality.

JOINT REVENUE DISCLOSURE

By its execution of this Contract, CONTRACTOR certifies as set forth in
Attachment XIll, Joint Revenue Disclosure, unless waived by County, that it has
previously filed with CSS a written statement listing all revenue received, or
expected to be received, by CONTRACTOR from Federal, State, City or County
sources, or other governmental or non-governmental agencies, and applied, or
expected to be applied, to offset in whole or in part any of the costs incurred by
CONTRACTOR in conducting current or prospective projects or business
activities, including, but not necessarily limited to, the project or business activity
which is the subject of this Contract.

LIMITATION ON CORPORATE ACTS

CONTRACTOR shall not amend its Articles of Incorporation or Bylaws, move to
dissolve or transfer any assets derived from funds of the foregoing Contract, or
take any other steps which may materially affect the performance of this Contract
without first notifying County in writing. CONTRACTOR shall notify County
immediately in writing of any change in CONTRACTOR'S corporate name.

LIQUIDATED DAMAGES/REMEDIES FOR NON-COMPLIANCE

471 If, in the judgment of the Director or designee, the CONTRACTOR is
deemed to be non-compliant with the terms and obligations assumed
hereby, the Director, or designee, at his/her option, in addition to, or in lieu
of, other remedies provided herein, may withhold the entire monthly
payment or deduct a pro rata share from the CONTRACTOR’s total
Contract sum for work not performed as required under Exhibit A,
Mandated Program Requirements, Exhibit B, Statement of Work, Exhibit C,
Budget, and Exhibit D, Performance Requirements Summary (PRS) Chart.
The work not performed and the amount to be withheld or deducted from
payments to the CONTRACTOR from the COUNTY, will be forwarded to
the CONTRACTOR by the Director, or designee, in a written notice
describing the reasons for said action.
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If the Director, or designee, determines that there are deficiencies in the
performance of this Contract that the Director deems are correciable by the
CONTRACTOR over a certain time span, the Director will provide a written
notice to the CONTRACTOR to correct the deficiency within specified time
frames. Should the CONTRACTOR fail to correct deficiencies within said
time frame, the Director may:

47.2.1 Deduct for liquidated damages. The parties agree that it will be
impracticable or extremely difficult to fix the extent of actual damages
resulting from the failure of the CONTRACTOR to correct a
deficiency within the specified time frame. The patrties hereby agree
that under the curreni circumstances a reasonable estimate of such
damages shall be calculated as provided in Subsection 47.1 above,
and that the CONTRACTOR shall be liable to the COUNTY for
liguidated damages in said amount. Said amount shall be deducted
from the COUNTY’s payment to the CONTRACTOR,; and/or

47.2.2 Upon giving five (5) days notice to the CONTRACTOR for failure to
correct the deficiencies, the COUNTY may correct any and all
deficiencies and the total costs incurred by the COUNTY for
completion of the work by an alternate source, whether it be
COUNTY forces or separate private contractor, will be deducted and
forfeited from the payment to the CONTRACTOR from the COUNTY,
as determined by the COUNTY.

The actions noted in this Section 47.0 shall not be construed as a penalty,
but as adjustment of payment to the CONTRACTOR to recover the
COUNTY cost due to the failure of the CONTRACTOR to complete or
comply with the provisions of this Contract.

This Section shall not, in any manner, restrict or limit the COUNTY’s right to
damages for any breach of this Contract provided by law or as specified in
the PRS Chart or elsewhere in the Contract, and shall not, in any manner,
restrict or limit the COUNTY’s right to terminate this Coniract as agreed to
herein.

LOCAL SMALL BUSINESS ENTERPRISE PREFERENCE PROGRAM

48.1

48.2

This Contract is subject to the provisions of COUNTY’S ordinance entitled
Local Small Business Enterprise Preference Program, as codified in
Chapter 2.204 of the Los Angeles County Code.

CONTRACTOR shall not knowingly and with the intent to defraud,
fraudulently obtain, retain, attempt to obtain or retain, or aid another in
fraudulently obtaining or retaining or attempting to obtain or retain
cettification as a Local Small Business Enterprise.,
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CONTRACTOR shall not willfully and knowingly make a false statement
with the intent to defraud, whether by affidavit, report, or other
representation, to a COUNTY official or employee for the purpose of
influencing the certification or denial of certification of any entity as a Local
Small Business Enterprise.

if CONTRACTOR has obtained COUNTY certification as a Local Small
Business Enterprise by reason of having furnished incorrect supporting
information or by reason of having withheld information, and
CONTRACTOR knew, or should have known, that the information furnished
was incorrect or the information withheld was relevant to its request for
cettification, and which by reason of such cerification has been awarded
this Contract to which it would not otherwise have been entitled, shall:

48.4.1 Pay to the COUNTY any difference between this Contract amount
and what COUNTY'S costs would have been if this Contract had
been properly awarded;

48.4.2 In addition to the amount described in Subsection 48.4.1 be
assessed a penalty in a amount of not more than ten percent (10%}
of the amount of this Contract; and

48.4.3 Be subject to the provisions of Chapter 2.202 of the Los Angeles
County Code (Determinations of Contractor Non-Responsibility and
Contractor Debarment.

The above penalties shall also apply to any business that has previously
obtained proper certification, however, as a result of a change in their status
would no longer be eligible for certification, and fails to notify the State and
OAAC of this information prior to responding to a solicitation or accepting a
contract award.

Certified Local Small Business Enterprises will receive prompt payment for
services they provide to County departments. Prompt payment is defined as
fifteen (15) calendar days after receipt of an undisputed invoice.

MANDATORY REQUIREMENT TO REGISTER ON COUNTY’S WEBVEN

CONTRACTOR represents and warrants that it has registered in COUNTY’S
WebVen. Prior to a contract award, all potential contractors must register in
COUNTY’S WebVen. The WebVen contains the vendor's business profile and
identifies the goods/services the business provides. Registration can be
accomplished online via the Internet by accessing COUNTY’S home page at
http:/Aacounty.info/doing_business/main_db.htm. (There are underscores in the
address between the words ‘doing business’ and ‘main db’).
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MEETINGS

CONTRACTOR must attend all mandated meetings. CONTRACTOR shall be
given advance notice of all scheduled meetings with CSS staff. Failure to attend
mandated meetings shall be considered non-compliance with a term of the
Contract and may result in further action pursuant to Part I, Section 47.0,
Liquidated Damages/Remedies for Non-Compliance, Part ii, Section 73.0,
Suspension of Contract, and any other applicable Contract provisions.

MOST FAVORED PUBLIC ENTITY

If CONTRACTOR'S prices decline, or should CONTRACTOR at any time during
the term of this Contract provide the same goods or services under similar quantity
and delivery conditions to the State of California or any county, municipality, or
district of the State at prices below those set forth in this Contract, then such lower
prices shall be immediately extended to COUNTY.

NEPOTISM

CONTRACTOR ceriifies that it shall not hire nor permit the hiring of any person in
a position funded under this Contract if a member of the person’s immediate family
is employed in an administrative capacity by CONTRACTOR. For the purpose of
this Section, the term “immediate family” means spouse {(common law or
otherwise), child, mother, father, brother, sister, brother-in- law, sister-in-law, son-
in-law, daughter-in-law, mother-in-law, father-in-law, aunt, uncle, niece, nephew,
step-parent, step-child, or such other relationship which would give rise to a
substantial appearance of impropriety if the person were to be hired by
CONTRACTOR. The term “administrative capacity” means persons who have
overall administrative responsibility for a program, including but not limited to
selection, hiring, or supervisory responsibilities.

NON-DISCRIMINATION AND AFFIRMATIVE ACTION

53.1 CONTRACTOR ceriifies and agrees that all persons employed by it, its
affiliates, subsidiaries, or holding companies, are and shall be treated
equally without regard to or because of race, color, religion, ancestry,
national origin, sex, sexual orientation, age, physical or mental disability,
marital status, or political affiliation, in compliance with all applicable Federal
and State anti-discrimination laws and regulations.

53.2 CONTRACTOR shall ceriify to, and comply with, the provisions of Exhibit F,
Attachment VI[, CONTRACTOR'S Equal Employment Opportunity (EEQO)
Certification.

53.3 CONTRACTOR shall take affirmative action to ensure that applicants are
employed and that employees are treated during employment without

Sample Contract FY 2009-2010 Page 49



ATTACHMENT B

regard io race, color, religion, ancestry, national origin, sex, sexual
orientation, age, physical or mental disability, marital status, or political
affiliation, in compliance with all applicable Federal and State anii-
discrimination laws and regulations. Such action shall include but is not
limited to: employment, upgrading, demotion, itransfer, recruitment or
recruitment advertising, layoff or termination, rates of pay or other forms of
compensation, and selection for training, including apprenticeship.

53.4 CONTRACTOR certifies and agrees that it will deal with its Subcontractors,
bidders, or vendors without regard to or because of race, color, religion,
ancestry, national origin, sex, sexual orientation, age, physical or mental
disability, marital status, or political affiliation.

53.5 CONTRACTOR certifies and agrees that it, its affiliates, subsidiaries, or
holding companies shall comply with all applicable Federal and State laws
and regulations to the end that no person shall, on the grounds of race,
color, religion, ancestry, national origin, sex, sexual orientation, age,
physical or mental disability, marital status, or political affiliation, be

excluded from participation in, be denied the benefits of, or be otherwise
subjected to discrimination under this Contract or under any project,
program, or activity supported by this Coniract.

53.6 CONTRACTOR shali allow COUNTY representatives access to
CONTRACTOR'S employment records during regular business hours to
verify compliance with the provisions of this Section when so requested by
COUNTY.

53.7 If COUNTY finds that any of the provisions of this Section have been
violated, such violation shall constitute a material breach of contract upon
which COUNTY may determine to suspend or terminate this Contract.
While COUNTY reserves the right to determine independently that the anti-
discrimination provisions of this Contract have been violated, in addition, a
determination by the California Fair Employment Opportunity Commission
or the Federal Equal Employment Opportunity Commission that
CONTRACTOR has violated Federal or State anti-discrimination laws or
regulations shall constitute a finding by COUNTY that CONTRACTOR has
violated the anti-discrimination provisions of this Contract.

53.8 The parties agree that in the event CONTRACTOR violates any of the anti-
discrimination provisions of this Contract, COUNTY shall, at its sole option,
be entitled to the sum of five hundred dollars ($500) for each such violation
pursuant to California Civil Code Section 1671 as liquidated damages in lieu
of terminating or suspending this Contract.

54.0 NON EXCLUSIVITY
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Nothing herein is intended nor shall be construed as creating any exclusive
arrangement with CONTRACTOR. This Contract shall not restrict COUNTY from
acquiring similar, equal, or like goods and/or services from other entities or
sources.

NOTICE OF DELAYS

Except as otherwise provided under this Contract, when either parly has
knowledge that any actual or potential situation is delaying or threatens to delay
the timely performance of this Contract, that party shall, within one (1) business
day, give written notice thereof, including all relevant information with respect
thereto, to the other party.

NOTICE OF DISPUTES

CONTRACTOR shall bring to the attention of COUNTY Contract Management
Manager and/or authorized designee any dispute between COUNTY and
CONTRACTOR regarding the performance of services as stated in this Contract.
If COUNTY Coniract Management Manager or designee is not able to resolve the
dispute, the CSS Director, or designee, shall resolve it.

NOTICE TO EMPLOYEES REGARDING THE FEDERAL EARNED INCOME
CREDIT

CONTRACTOR shall notify its employees, and shall require each Subcontractor to
notify its employees, that they may be eligible for the Federal Eamed Income
Credit under the Federal income tax laws. Such notice shall be provided in
accordance with the requirements set forth in Internal Revenue Service Notice
1015, attached hereto as Exhibit F, Attachment IV.

OTHER CONTRACTS

58.1 A copy of any coniracts between CONTRACTOR and other public or
private organizations which directly impact activities funded under this
Contract shall be kept on file at CONTRACTOR'S offices and shall be
provided to County upon request. CONTRACTOR shall also notify County
of any default, termination, or finding of withheld payments under these
contracts.

58.2 CONTRACTOR warrants that no other funding source will be billed for
services that are provided and paid for by County under this Contract.

OWNERSHIP OF MATERIALS, SOFTWARE AND COPYRIGHT
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59.1 COUNTY shall be the sole owner of all right, title and interest, including
copyright, in and to all software, plans, diagrams, facilities, and tools
(hereafter "materials") which are originated or created through the
CONTRACTOR'’s work pursuant to this Contract. The CONTRACTOR, for
valuable consideration herein provided, shall execute all documents
necessary to assign and transfer to, and vest in the COUNTY all of the
CONTRACTOR's right, title and interest in and to such original materials,
including any copyright, patent and trade secret rights which arise pursuant
to the CONTRACTOR's work under this Contract.

59.2 During the term of this Contract and for five (5) years thereafter, the
CONTRACTOR shall maintain and provide security for all of the
CONTRACTOR'S working papers prepared under this Contract. COUNTY
shall have the right fo inspect copy and use at any time during and
subsequent to the term of this Contract, any and all such working papers
and all information contained therein.

59.3 Any and all materials, software and tools which are developed or were
originally acquired by the CONTRACTOR outside the scope of this
Contract, which the CONTRACTOR desires to use hereunder, and which
the CONTRACTOR considers to be proprietary or confidential, must be
specifically identified by the CONTRACTOR to the COUNTY’S Coniract
Management Manager as proprietary or confidential, and shall be plainly
and prominently marked by the CONTRACTOR as "Propriety" or
“Confidential" on each appropriate page of any document containing such
material.

50.4 The COUNTY will use reasonable means to ensure that the
CONTRACTOR'S proprietary and/or confidential items are safeguarded
and held in confidence. The COUNTY agrees not to reproduce, distribute
or disclose to non-County entities any such proprietary and/or confidential
items without the prior written consent of the CONTRACTOR.

59.5 Notwithstanding any other provision of this Contract, the COUNTY will not
be obligated to the CONTRACTOR in any way under Subsection 59.4 for
any of the CONTRACTOR'’S proprietary and/or confidential items which are
not plainly and prominently marked with restrictive legends as required by
Subsection 59.3 or for any disclosure which the COUNTY is required to
make under any state or federal law or order of court. '

59.6 All the rights and obligations of this Section 59.0 shall survive the expiration
or termination of this Contract.

60.0 PATENT, COPYRIGHT AND TRADE SECRET INDEMNIFICATION
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The CONTRACTOR shall indemnify, hold harmless and defend COUNTY
from and against any and all liability, damages, costs, and expenses,
including, but not limited to, defense costs and attorneys' fees, for or by
reason of any actual or alleged infringement of any third party's patent or
copyright, or any actual or alleged unauthorized trade secret disclosure,
arising from or related to the operation and utilization of the
CONTRACTOR'S work under this Contract. COUNTY shall inform the
CONTRACTOR as soon as practicable of any claim or action alleging such
infringement or unauthorized disclosure, and shall support the
CONTRACTOR’S defense and settlement thereof.

In the event any equipment, part thereof, or software product becomes the
subject of any complaint, claim, or proceeding alleging infringement or
unauthorized disclosure, such that COUNTY’S continued use of such item
is formally restrained, enjoined, or subjected to a risk of damages, the
CONTRACTOR, at its sole expense, and providing that COUNTY’S
continued use of the system is not materially impeded, shall either:

60.2.1 Procure for COUNTY all rights to continued use of the questioned
equipment, part, or software product; or

60.2.2 Replace the questioned equipment, part, or software product with a
non-questioned item; or

60.2.3 Modify the questioned equipment, par, or software so that it is free
of claims.

The CONTRACTOR shall have no liability if the alleged infringement or
unauthorized disclosure is based upon a use of the questioned product,
either alone or in combination with other items not supplied by the
CONTRACTOR, in a manner for which the questioned product was not
designed nor intended.

61.0 PROBATION

61.1

61.2

CMM may place CONTRACTOR on probationary status when it is
determined by CMM for any program(s) herein that CONTRACTOR either
(1) has demonstrated a consistent and significant lack of achievement of
Participant summary goals, or (2) is out of compliance with COUNTY
sanction policy guidelines.

If CONTRACTOR is placed on probationary status, CONTRACTOR shall
submit a Corrective Action Plan within ten (10) days of the notice of
probationary status. CONTRACTOR'S Corrective Action Plan (CAP) must
be approved by COUNTY CMM. County reserves the right to terminate
Contract(s) of any CONTRACTOR on probationary status if
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CONTRACTOR does not submit an acceptable corrective action plan or
fails to meet the goals of an approved corrective action plan.

PROHIBITION AGAINST INDUCEMENT OR PERSUASION

Notwithstanding the above, CONTRACTOR and COUNTY agree that, during the
term of this Contract and for a period of one year thereafter, neither party shall in
any way intentionally induce or persuade any employee of one party to become an
employee or agent of the other party. No bar exists against any hiring action
initiated through a public announcement.

PROPRIETARY RIGHTS

63.1

63.2

63.3

63.4

COUNTY and CONTRACTOR agree that all matertials, data and
information developed under and/or used in connection with this Contract
shall become the sole property of COUNTY, provided that CONTRACTOR
may retain possession of all working papers prepared by CONTRACTOR.
During and subsequent to the term of this Contract, COUNTY shall have
the right to inspect any and all such working papers, make copies thereof,
and use the working papers and the information contained therein.

Notwithstanding any other provision of this Contract, COUNTY and
CONTRACTOR agree that COUNTY shall have all ownership rights in
software or modification thereof and associated documentation designed,
developed or installed with State financial participation; additionally, the
State Government shall have a royalty-free, nonexclusive, and irrevocable
license to reproduce, publish, or otherwise use and to authorize others to
use for State Government purposes, such software, modifications and
documentation. Notwithstanding any other provision of this Contract,
proprietary operating/vendor software packages (e.g., ADABAS or TOTAL)
which are provided at established catalog or market prices and sold or
leased to the general public shall not be subject to the ownership provisions
of this Section. CONTRACTOR may retain possession of all working papers
prepared by CONTRACTOR. During and subsequent to the term of this
Contract, COUNTY shall have the right o inspect any and all such working
papers, make copies thereof, and use the working papers and the
information contained therein.

Any materials, data and information not developed under this Contract,
which CONTRACTOR considers to be proprietary and confidential, shall be
plainly and prominently marked by CONTRACTOR as “TRADE SECRET,"
“PROPRIETARY," or “CONFIDENTIAL."

COUNTY will use reasonable means to ensure that CONTRACTOR'S
proprietary and confidential materials, data and information are safeguarded
and held in confidence. However, COUNTY will notify CONTRACTOR of
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any Public Records request for items described in this Sub-section
COUNTY agrees not to reproduce or distribute such materials, data and
information to non-COUNTY entities without the prior written permission of
CONTRACTOR.

Notwithstanding any other provision of this Contract, COUNTY shall not be
obligated in any way for:

63.5.1 Any material, data and information not plamly and prominently
marked with restrictive legends;

63.5.2 Any materials, data and information covered under Sub-section
63.2; and

63.5.3 Any disclosure of any materials, data and information which
COUNTY is required to make under the California Public Records
Act or otherwise by law.

CONTRACTOR shall protect the security of and keep confidential all
materials, data and information received or produced under this Contract.
Further, CONTRACTOR shall use whatever security measures are
necessary to protect all such matetials, data and information from loss or
damage by any cause, including but not limited to, fire and theft.

CONTRACTOR shall not disclose to any party any information identifying,
characterizing or relating to any risk, threat, vulnerability, weakness or
problem regarding data security in COUNTY's computer systems or to any
safeguard, countermeasure, contingency plan, policy or procedure for data
security contemplated or implemented by COUNTY, without COUNTY's
prior written consent.

The provisions of Subsections 63.5, 63.6, and 63.7 shall survive the
expiration of termination of this Contract.

PUBLIC RECORDS ACT

64.1

Any documents submitted by CONTRACTOR, all information obtained in
connection with COUNTY’S right to audit and inspect CONTRACTOR'S
documents, books, and accounting records pursuant to Part Il, Section 67.0
Record Retention and Inspection/Audit Settlement, of this Contract, as  well
as those documents which were required to be submitted in response to the
solicitation process for this Contract, become the exclusive property of
COUNTY. All such documents become a matter of public record and shall
be regarded as public records. Exceptions will be those elements in the
California Government Code Section 6250 et seq. (Public Records Act) and
which are marked “trade secret,” “confidential,” or “proprietary.” COUNTY
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shall not in any way be liable or responsible for the disclosure of any such
records including, without limitation, those so marked, if disclosure is
required by law, or by an order of court of competent jurisdiction.

In the event COUNTY is required to defend an action on a Public Records
Act request for any of the aforementioned documents, information, books,
records, and/or contents of a bid or proposal marked ‘“trade secret,”
“confidential,” or “proprietary,” CONTRACTOR agrees to defend and
indemnify COUNTY from all costs and expenses, including reasonabie
attorney’s fees, in action or liability arising under the Public Records Act.

RECORDS

CONTRACTOR shall maintain books, records, documents, other evidence, and
accounting procedures and practices sufficient to support all claims for payment
made by CONTRACTOR to COUNTY. Such records shall be kept in accordance
with Section 66.0, Record Retention and Inspection/Audit Settlement, herein

below.

RECORD RETENTION AND INSPECTION/AUDIT SETTLEMENT

66.1

66.2

CONTRACTOR shall maintain accurate and complete financial records of
its activities and operations relating to this Contract in accordance with
Generally Accepted Accounting Principles and as otherwise required under
this Contract. CONTRACTOR shall alsc maintain accurate and complete
employment and other records relating to its performance of this Coniract.

CONTRACTOR agrees that COUNTY or its authorized representatives, the
State of California, or its authorized representatives, and the Federal
government, or its authorized representatives, shall have access to and the
right to examine, audit, excerpi, copy, or tiranscribe any pertinent
documents, papers, transaction, activity, or records relating to this Contract.
All such material, including but not limited to, all financial records, bank
statements, cancelled checks or other proof of payment, time-cards and
other time and employment records, proprietary data and information, shall
be kept and maintained by CONTRACTOR and shall be made available to
COUNTY, State, or Federal authorities, during the term of this Contract and
for a period of five (5) years after the expiration of the term of this Contract
or for a period of three (3) years from the date of the submission of the final
expenditure report, whichever date is later. If before the expiration of that
time period, any litigation, claim, financial management review, or audit is
started, the records shall be retained until all litigation, claims, or audit
findings involving the records have been resolved and final action taken. All
such material shall be maintained by CONTRACTOR at a location in Los
Angeles County, provided that if any such material is located outside Los
Angeles County, then, at COUNTY'S option, CONTRACTOR shall pay
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COUNTY for travel, per diem, and other costs incurred by COUNTY to
examine, audit, excerpt, copy, or transcribe such material at such other
location.

66.3 In the event that an audit of CONTRACTOR is conducted specifically
regarding this Contract by any Federal or State Auditor, or by any auditor,
or accountant employed by CONTRACTOR or otherwise, then
CONTRACTOR shall file a copy of such audit report with COUNTY'S
Contract Compliance Manager within thirty (30) days of CONTRACTOR'S
receipt thereof, unless otherwise provided by applicable Federal or State
law or under this Contract. COUNTY shall make a reasonable effort io
maintain the confidentiality of such audit repori(s).

66.4 Failure on the part of CONTRACTOR to comply with any of the provisions
of this Section shall constitute a material breach of this Contract upon which
COUNTY may terminate or suspend this Contract.

66.5 At any time during the term of this Contract or within five (5) years after the
expiration or termination of this Contract, representatives of COUNTY may
conduct an audit of CONTRACTOR regarding the work performed under
this Contract, and if such audit finds that COUNTY’S dollar liability for such
work is less than payments made by COUNTY to CONTRACTOR, then the
difference shall be either: (a) repaid by CONTRACTOR to COUNTY by
cash payment upon demand; or (b) at the sole option of COUNTY’S
Auditor-Controller, deducted from any amounts due io CONTRACTOR from
COUNTY, whether under this Contract or otherwise. If such audit finds that
COUNTY'’S dollar liability for such work is more than the payments made by
COUNTY to CONTRACTOR, then the difference shali be paid to
CONTRACTOR by COUNTY by cash payment, provided that in no event
shall COUNTY’S maximum obligation for this Contract exceed the funds
appropriated by COUNTY for the purpose of this Contract.

RECYCLED BOND PAPER

Consistent with the Board of Supervisors’ policy to reduce the amount of solid
waste deposited at COUNTY landfills, CONTRACTOR agrees to use recycled
bond paper to the maximum extent possible on this Contract.

REMOVAL OF UNSATISFACTORY PERSONNEL

CONTRACTOR shall have the right to hire, discipline, suspend or discharge
employees/workers. COUNTY shall have the right, at its sole discretion to require
CONTRACTOR to remove any employee from the petformance of services under
this CONTRACT for unsatisfactory performance or any other job-related cause. At
the request of COUNTY, CONTRACTOR shall immediately replace said
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personnel. Such removal shall occur immediately upon the written or oral request
of CSS’ Director.

RULES AND REGULATIONS

During the time that CONTRACTOR’s employees or agents are at COUNTY
facilities or off-site work locations, such persons shall be subject to any and all
rules and regulations of COUNTY facilities. 1t is the responsibility of
CONTRACTOR to acquaint such persons who are to provide services hereunder
with such rules and regulations.

SAFELY SURRENDERED BABY LAW

70.1 CONTRACTOR'S Acknowledgement of COUNTY’S Commitment to the
Safely Surrendered Baby Law.

CONTRACTOR acknowledges that COUNTY places a high priority on the
implementation of the Safely Surrendered Baby Law. CONTRACTOR
understands that it is COUNTY'S policy to encourage all COUNTY
Contractors to voluntarily post COUNTY’S “Safely Surrendered Baby Law”
poster in a prominent position at CONTRACTOR'S place of business.
CONTRACTOR will also encourage its Subcontractors, if any, to post this
poster in a prominent position in the Subcontractor's place of business.
COUNTY’S Department of Community and Senior Services will supply
CONTRACTOR with the poster to be used.

70.2 Notice io Employees Regarding the Safely Surrendered Baby Law

CONTRACTOR shall notify and provide to its employees, and shall require
each Subcontractor to notify and provide to its employees, a fact sheet
regarding the Safely Sumrendered Baby Law, its implementation in Los
Angeles County, and where and how to safely surrender a baby. The fact
sheet is set forth in Exhibit F, Attachment VI of this Contract and is also
available on the Internet at www.babysafela.org for printing purposes.

SAFETY AND WORKING CONDITIONS

Applicable local, State and Federal health and safety standards shall be observed.
If a participant or CONTRACTOR employee is in a position not covered under the
Occupational Health and Safety Act of 1970, as amended (29 USC § 651 et seq.)
and/or the California Occupational Safety and Health Act, as amended (Cal. Labor
Code § 6300 et seq.), CONTRACTOR assures that such participant or employee
will not be required or permitted to work, be trained, or receive services under
working conditions which are unsanitary, hazardous or otherwise detrimental to a
the person’s health or safety.
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72.0 SUBCONTRACTING

72.1

72.2

72.3

72.4

72.5

72.6

72.7

The requirements of this Contract may not be subcontracted by
CONTRACTOR without the advance approval of COUNTY. Any attempt by
CONTRACTOR to subcontract without the prior consent of COUNTY may
be deemed a material breach of this Contract.

If CONTRACTOR desires to subcontract, CONTRACTOR shall provide the
following information promptly at COUNTY’S request:

73.2.1 A description of the work to be performed by the Subcontractor;
73.2.2 A draft copy of the proposed subcontract; and

73.2.3 Other pertinent information and/or certifications requested by
COUNTY.

CONTRACTOR shall indemnify and hold COUNTY harmless with respect
to the activities of each and every Subcontractor in the same manner and o
the same degree as if such Subcontractor(s) were CONTRACTOR
employees.

CONTRACTOR shall remain fully responsible for all performances required
of it under this Contract, including those that CONTRACTOR has
determined to subcontract, notwithstanding COUNTY'S approval of
CONTRACTOR'S proposed subcontract.

COUNTY’S consent to subcontract shall not waive COUNTY’S right to prior
and continuing approval of any and all personnel, including Subcontractor
employees, providing services under this Contract. CONTRACTOR is
responsible to notify its Subcontractors of this COUNTY right.

COUNTY'’S Contract Management Manager will notify CONTRACTOR with
respect to approval of any subcontract and Subcontractor employees.

CONTRACTOR shall obtain the following from each Subcontractor before
any Subcontractor employee may perform any work under any subcontract
to this Contract. CONTRACTOR shall maintain and make available upon
request of COUNTY'’S Contract Management Manager all the following
documents:

72.7.1 An executed Exhibit F, Attachment VIII, “"CONTRACTOR
Employee Acknowledgment and Confidentiality Agreement,”
executed by each Subcontractor and each of Subcontractor's
employees approved to perform work hereunder.
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72.7.2 Certificates of Insurance which establish that the Subcontractor
maintains all the programs of insurance required by Part |, Section
4.2, Insurance Coverage Requirements, of this Contract, and

72.7.3 The Tax Identification Number of the subcontracting agency to be
placed on the sighature page of the subcontract. This Tax
tdentification Number shall not be identical to CONTRACTOR'S
Tax [dentification Number.

72.8 CONTRACTOR shall provide Contract Management Manager with copies
of all execuied subcontracts after Contract Management Manager's
approval.

729 No subcontract shall alter in any way any legal responsibility of
CONTRACTOR to COUNTY. CONTRACTOR shall remain responsible for
any and all performance required of it under this Contract, including, but not
limited to, the obligation to properly supervise, coordinate, and perform all
work required hereunder.

72.10 Notwithstanding any other provision of this Contract, the parties do not in
any way intend that any person or entity shall acquire any rights as a third
party beneficiary of this Contract.

72.11 CONTRACTOR shall be solely liable and accountable for any and all
payments and other compensation to all Subconiractors engaged
hereunder and their officers, employees, and agents. COUNTY shall have
no liability or responsibility whatsoever for any payment or other
compensation for any Subcontractors or their officers, employees, and
agents.

SUSPENSION OF CONTRACT

County may, by giving notice, suspend all or part of the program operations for
CONTRACTOR'S failure to comply with the terms and conditions of this Contract.
The Notice of Suspension, which shall be effective upon the date of posting, shall
set forth the conditions of non-compliance and the period provided for corrective
action. Within ten (10) working days from the date of the Notice of Suspension,
CONTRACTOR shall reply in writing, setting forth the corrective action(s) which
will be undertaken, subject to County’s approval in writing. Failure to reply in
accordance with this Section may result in termination by COUNTY of all or part of
this Contract, If CONTRACTOR fails to comply with the approved corrective
action, COUNTY will send a notice/letter to CONTRACTOR specifying the remedy
for non-compliance with the corrective action.
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74.0 TERMINATION FOR CONTRACTOR'S DEFAULT

74.1

74.2

74.3

COUNTY may, by written notice to CONTRACTOR, terminate the whole or
any part of this Contract, if, in the judgment of COUNTY'S Contract
Management Manager:

74.1.1-CONTRACTOR has materially breached this Contract;

74.1.2 CONTRACTOR fails to timely provide and/or satisfactorily perform
any task, deliverable, service, or other work required under this
Contract; or

74.1.3 CONTRACTOR fails to demonstrate a high probability of timely
fulfillment of performance requirements under this Contract, or of any
obligations of this Contract and in either case, fails to demonstrate
convincing progress toward a cure within five (5) working days (or
such longer period as COUNTY may authorize in writing} after
receipt of written notice from COUNTY specifying such failure.

In the event COUNTY terminates this Contract in whole or in part as
provided by Subsection 74.1, COUNTY may procure, upon such terms and
in such manner, as COUNTY may deem appropriate, services similar to
those so terminated. CONTRACTOR shall be liable to COUNTY for any
and all excess cost incurred by COUNTY, as determined by COUNTY, for
such similar goods and services. CONTRACTOR shall continue the
performance of this Contract to the extent not terminated under the
provisions of this Section.

Except with respect to defaults of any Subcontractor, CONTRACTOR shall
not be liable for any such excess costs of the type identified in Sub-section
39.0, Force Majeure, if its failure to perform this Contract arises out of
causes beyond the control and without the fault or negligence of
CONTRACTOR. Such causes may include, but are not limited to: acts of
God or of the public enemy, acts of COUNTY in either its sovereign or
contractual capacity, acts of Federal or State governments in their
sovereign capacities, fires, floods, epidemics, quarantine restrictions,
strikes, freight embargoes, and unusually severe weather; but in every
case, the failure to perform must be beyond the control and without the fault
or negligence of CONTRACTOR. If the failure to perform is caused by the
default of a Subcontractor, and if such default arises out of causes beyond
the control of both CONTRACTOR and Subcontractor, and without the faulit
or negligence of either of them, CONTRACTOR shall not be liable for any
such excess costs for failure to perform, unless the goods or services to be
fumnished by the Subcontractor were obtainable from other sources in
sufficient time to permit CONTRACTOR to meet the required performance
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schedule. As used in this Subsection, the terms “Subcontractor’” and
“Subcontractors” mean Subcontractor(s) at any tier.

If, after COUNTY has given notice of termination under the provisions of
this Section, it is determined by COUNTY that CONTRACTOR was not in
default under the provisions of this Section or that the default was
excusable under the provisions of Subsection, the rights and obligations of
the parties shall be the same as if the notice of termination had been issued
pursuant to Part Il, Section 75.0, Termination for Convenience.

In the event COUNTY terminates this Contract in its entirety due to
CONTRACTOR'S default as provided in Section 75.0, CONTRACTOR and
COUNTY agree that COUNTY will have actual damages, which are
extremely difficult to calculate and impracticable to fix and which will
include, but are not limited to, COUNTY'S costs of procurement of
replacement services and costs incurred due to delays in procuring such
services. Therefore, CONTRACTOR and COUNTY agree that COUNTY
shall, at its sole option and in lieu of the provisions of Section 47.0, be
entitled to liquidated damages from CONTRACTOR, pursuant to California
Civil Code Section 1671, in the amount of Five Thousand Dollars ($5,000)
or five percent (5%) of the applicable year's Contract sum, whichever is
less, as equitable compensation to COUNTY for such actual damages.
This amount of liquidated damages shall be either paid by CONTRACTOR
to COUNTY by cash payment upon demand or, at the sole discretion of
COUNTY, or designee, deducted from any amounts due to CONTRACTOR
by COUNTY, whether under this Contract or otherwise.

74.5.1 These damages shall be in addition to any credits, which COUNTY
is otherwise entitled to under this Contract, and CONTRACTOR'S
payment of these liquidated damages shall not in any way change,
or affect the provisions of Part I, Section 43.0, Indemnification.

The rights and remedies of COUNTY provided in this Section shall not be
exclusive and are in addition to any other rights and remedies provided by
law or under this Contract.

75.0 TERMINATION FOR CONVENIENCE

75.1

This Contract may be terminated, in whole or in part, from time to time,
when such action is deemed by COUNTY or CONTRACTOR, in its sole
discretion, to be in COUNTY or CONTRACTOR'S best interest.
Termination of work hereunder shall be effected by Notice of Termination to
CONTRACTOR or COUNTY. The date upon which such termination
becomes effective shall be no less than thirty (30} business days after the
Notice is sent.
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If Contract is terminated by COUNTY, upon receipt of Notice, the
CONTRACTOR shall:

75.2.1 Stop work under this Coniract on the date and o the extent
specified in such Notice;

75.2.2 Complete performances of such part of the work as shall not have
been terminated by such Notice; and

75.2.3 Adhere to COUNTY’S transition plan as determined by COUNTY.

If the Contract is terminated for convenience by CONTRACTOR,
CONTRACTOR shall provide COUNTY with a transition plan to be
approved by COUNTY. CONTRACTOR shall adhere to said transition
plan.

All material including books, records, documents, or other evidence bearing
on the costs and expenses of CONTRACTOR under this Contract shall be
maintained by CONTRACTOR in accordance with Part [l, Section 66.0,
Record Retention and Inspection/Audit Settlement.

76.0 TERMINATION FOR IMPROPER CONSIDERATION

76.1

76.2

76.3

COUNTY may, by written notice to CONTRACTOR, immediately terminate
the right of CONTRACTOR to proceed under this Contract if it is found that
consideration, in any form, was offered or given by CONTRACTOR, either
direcily or through an intermediary, to any COUNTY officer, employee or
agent with the intent of securing this Contract or securing favorable
treatment with respect to the award, amendment or extension of this
Contract or the making of any determinations with respect to
CONTRACTOR'S performance pursuant to this Contract. In the event of
such termination, COUNTY shall be entitled to pursue the same remedies
against CONTRACTOR as it could pursue in the event of default by the
CONTRACTOR.

CONTRACTOR shall immediately report any attempt by a COUNTY officer
or employee to solicit such improper consideration. The report shall be
made either to the COUNTY manager charged with the supervision of the
employee or to the COUNTY Auditor-Controller's Employee Fraud Hotline
at (800) 544-6861.

Among other items, such improper consideration may take the form of cash,
discounts, and service, the provision of travel or entertainment, or tangible
gifts.

77.0 TERMINATION FOR NON-ADHERENCE OF COUNTY LOBBYIST ORDINANCE
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CONTRACTOR and each County lobbyist or County lobbying firm, as defined in
Los Angeles County Code Section 2.160.010, retained by CONTRACTOR, shall
fully comply with County's Lobbyist Ordinance, Los Angeles County Code Chapter
2.160. Failure on the part of CONTRACTOR or any County lobbyist or County
lobbying firm retained by CONTRACTOR to fully comply with County's Lobbyist
Ordinance shall constitute a material breach of this Contract upon which COUNTY
may, in its sole discretion, immediately terminate or suspend this Contract.

CONTRACTOR agrees not to use Contract funds to pay the salary or expenses of
any individual who is engaging in activities designed to influence legislation or
appropriations pending before Congress.

TERMINATION FOR NON-APPROPRIATION OF FUNDS

Notwithstanding any other provision of this Contract, COUNTY shall not be
obligated for CONTRACTOR'S performance hereunder or by any provision of this
Contract during any of COUNTY’S future fiscal years unless and until COUNTY'S
Board of Supervisors appropriates funds for this Contract in COUNTY’S Budget for
each such future fiscal year. In the event that funds are not appropriated for this
Contract, then this Contract shall terminate as of June 30 of the last fiscal year for
which funds were appropriated. COUNTY shall notify CONTRACTOR in writing of
any such non-allocation of funds at the earliest possible date.

TERMINATION OF PROGRAM OR MODIFICATION

In the event the Program is terminated for any reason, COUNTY may terminate
this Contract without further liability for services yet to be rendered. Further, should
the Program be modified so that funds are reduced and/or the scope of services is
changed, COUNTY may modify this Contract accordingly. Termination or
modification pursuant to this Section shall be effective on the date notice is posted
to CONTRACTOR.

TIMELY COMPLETION

Time is of the essence with regards to CONTRACTOR's performance of any
tasks, deliverables, goods, services, or other work as specified in this Contract.

TRANSITIONAL JOB OPPORTUNITIES PREFERENCE PROGRAM
81.1 This Contract is subject to the provision of the COUNTY’s ordinance entitled

“Transitional Job Opportunities Preference Program”, as codified in Chapter
2.205 of the Los Angeles County Code.
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81.2 CONTRACTOR shall not knowingly and with the intent to defraud,
fraudulenily obtain, retain, attempt to obtain or retain, or aid another in
fraudulently obtaining or retaining or attempting to obtain or retain
certification as a Transitional Job Opportunity vendor.

81.3 CONTRACTOR shall not willingly and knowingly make a false statement
with the intent to defraud, whether by affidavit, report, or other
representation, to COUNTY official or employee for the purpose of
influencing the certification or denial of certification of any entity as a
Transitional Job Opportunity vendor.

81.4 If CONTRACTOR has obtained COUNTY certification as a Transitional Job
Opportunity vendor by reason of having furnished incorrect supporting
information or by reason of having withheld information, and which knew, or
should have known, the information fumished was incorrect or the
information withheld was relevant to its request for certification, and which
by reason of such certification has been awarded this Contract to which it
would not otherwise have been entitled, shall:

81.4.1 Pay to the COUNTY any difference between the work order amount
and what the COUNTY’s costs would have been if the work order
had been properly awarded;

81.4.2 In addition to the amount described in subdivision (1), be assessed
a penalty in an amount of not more than ten percent (10%) of the
amount of the work order; and

81.4.3 Be subject to the provisions of Chapter 2.202 of the Los Angeles
County Code (Determinations of Contractor Non-responsibility and
Contractor Debarment).

81.5 The above penaliies shall also apply to any entity that has previously
obtained proper certification, however, as a result of a change in their status
would no longer be eligible for certification, and fails to notify the certifying
departiment of this information prior to responding to a solicitation or
accepting a work order award.

82.0 USE OF COUNTY SEAL AND CSS DEPARTMENT LOGO

CONTRACTOR shall not use or display the official seal of the COUNTY or the
logo of CSS on any of its letterheads or other communications with any debtor, or
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84.0
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ATTACHMENT B

for any other reason unless each form of usage has prior written approval of the
Los Angeles County Board of Supervisors.

USE OF FUNDS

All uses of funds paid to CONTRACTOR and other financial transactions related to
CONTRACTOR'S provision of services under this Contract are subject to review
and/or audit by CSS, COUNTY'S Auditor-Controller or its designee, and the State
of California. In the event this Contract is subject to audit exceptions,
CONTRACTOR shall pay to COUNTY the full amount of CONTRACTOR'S liability
for such audit exceptions, as determined by CSS, upon demand by COUNTY.

VALIDITY

If any provision of this Contract or the'application thereof to any person or
circumstance is held invalid, the remainder of this Contract and the application of
such provision to other persons or circumstances shall not be affected thereby.

WAIVER

No waiver by COUNTY of any breach of any provision of this Contract shall
constitute a waiver of any other breach or of such provision. Failure of COUNTY
to enforce at any time, or from time to time, any provision of this Contract shall not
be construed as a waiver thereof. The rights and remedies set forth in this Section
85.0 shall not be exclusive and are in addition to any other rights and remedies
provided by law or under this Contraci.
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COUNTY OF LOS ANGELES
COMMUNITY AND SENIOR SERVICES

IN WITNESS WHEREOF, the Board of Supervisors of the County of Los Angeles has caused this Contract to
be subscribed on its behalf by the Director of Community and Senior Services and the CONTRACTOR have
subscribed the same through its authorized officer, as of the day, month, and year first written above. The
persons signing on behalf of the CONTRACTOR warrant under penalty of perjury that he or she is authorized
to bind the CONTRACTOR.

COUNTY OF LOS ANGELES

By
Cynthia D. Banks, Director
Community and Senior Services
County of Los Angeles

CONTRACTOR

Contractor's Name (Print)

By
Authorized Signature Date
Name (Print or Type)
Title(Print or Type)
Authorized Signature Date
Name (Print or Type)
Title(Print or Type)
APPROVED AS TO FORM:
BY THE OFFICE OF COUNTY
COUNSEL
RAYMOND G. FORTNER, JR.,
COUNTY COUNSEL
By:

David Beaudet, Deputy County Counsel Date
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2.0

3.0

COUNTY OF LOS ANGELES
COMMUNITY AND SENIOR SERVICES
EXHIBIT A: MANDATED PROGRAM REQUIREMENTS
DISPUTE RESOLUTION PROGRAM (DRP)

MANDATED PROGRAM REQUIREMENTS

1.1 The Mandated Program Requirements define the minimum required tasks
for the provision of Dispute Resolution Program Services under this
Contract. CONTRACTOR is obligated to provide the services and follow
the requirements described herein.

1.2 The Dispute Resolution Program Services will be provided by the
CONTRACTOR consisient with Section 465-471.5 of the California
Business and Professions code and the Dispute Resolutions Programs
Act (stats 1986, Ch. 1313, SB 2064-Garamendi and stats 1987, Ch. 28,
SB 123-Garamendi). CONTRACTOR shall be designated to provide the
following services to members of the public seeking Dispute Resolution
Services.

1.3 CONTRACTOR shall adhere to the performance outcomes and service
standards for services provided under this Contract, including this Exhibit
A, Mandated Program Requirements, Exhibit B, Statement of Work,
Exhibit C, Budget, and Exhibit D, Performance Requirements Summary
Chart.

1.4  CONTRACTOR shall update Exhibits B, Statement of Work, and Exhibit
C, Budget, annually.

INTRODUCTION

CONTRACTOR must utilize the Dispute Resolution Program (DRP) Procedural
and General Definitions, Case Type Categories and Examples, Referral Source
Categories, and Demographic Categories ( please see section 3.0 of this
Statement of Work) in the performance of the Contract.

DEFINITIONS

The following Subsections 3.1 through 3.5 contains language as used herein and
such language shall be construed to have the following meanings, unless
otherwise apparent form the context in which they are used.

3.1 PROCEDURAL DEFINITIONS

3.1.1 Case Opened - A case is opened when a party voluntarily agrees to
submit a conflict to a dispute resolution service and gives the
grantee permission to contact the other party(ies) for the purpose of
resolving the conflict through dispute resolution services.



COUNTY OF L.OS ANGELES
COMMUNITY AND SENIOR SERVICES

EXHIBIT A: MANDATED PROGRAM REQUIREMENTS

3.1.2

DISPUTE RESOLUTION PROGRAM (DRP)

Case Closed —

1)Resolved — A dispute is considered to be resolved if parties reach

agreement on all of the issues of the dispute.

2)Partially Resolved — A partial resolution is when parties reach

agreement on some but not all of the issues of the dispute.

3)Unresolved — A case is considered to be unresolved if parties do not

reach agreement on any of the dispute or do not choose to
continue participation in the process.

4) Case Closed — A case is closed due to inaction (90 days or more).

3.1.3

3.1.4

Facilitation — The usage of a third party neutral person to act as a
catalyst for the resolution of dispute between parties. Facilitation is
completed when all documented sessions of a group are completed
with the use of a facilitator using neutral skill to defuse/resolve an
issue or issues of conflict.

Follow-up Survey — Follow-up Surveys are the tools used by the
CONTRACTOR for the evaluation of parties who have used their
services. At a minimum the Surveys shall be conducted annually
and will include the following:

1)The type of Dispute Resolution Services provided by the

CONTRACTOR

2)The fairness or adequacy of the settlement or award

3)Any particular difficulties experienced by the Disputant in carrying out

and obtaining compliance with the settlement agreement or award.

4)The Disputant's willingness to use the CONTRACTOR’s services in

the future.

5) The Disputant’'s willingness to recommend the CONTRACTOR’s

services to others who are involved in disputes. Surveys shall be
conducted on all cases initiated, [Title 16 of California Code of
Regulations (CCR) Section 3635 (16 CRC 3635)]
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3.1.5

3.1.6

3.1.7

3.1.8

3.1.9

DISPUTE RESOLUTION PROGRAM (PRP)

Information and Referral Services — Information and referral
involves a CONTRACTOR providing disputants with information
and/or referral to the services of other agencies.

Intake/Problem Assessment — Iniake/Problem Assessment is the
evaluation of information for the purpose of determining the
appropriateness, feasibility and need for dispute resolution services
which are authorized and funded by the Dispute Resolution
Programs Act of 1986 (DRPA)

Proceedings Initiated — A proceeding is initiated when both parties
agree io paricipate in a dispute resolution process with the
assistance of the CONTRACTOR.

Public Education/Presentation — Public education of communities
with regards to the availability and benefits of the dispute resolution
process with the assistance of the CONTRACTOR. (Statistics will
also be collected on the number of atiendees at presentations)

Negotiations/Options Counseling - Negotiations/Options
Counseling is consultation with parties who need assistance in
negotiating their dispute, but do not want to use the third party
neutral services of the CONTRACTOR.

GENERAL DEFINITIONS

3.2.1

3.2.2

3.2.3

3.2.4

Arbitration — Arbitration refers to the voluntary adjudicative process
in which a neutral person conducts a hearing, receives spoken
and/or written evidence from the disputants and their witnesses,
and renders a decision that may be binding or non-binding
depending on the consent of the disputants. {16 CCR 3602 (a)).

Act — Act means the Dispute Resolution Programs Act of 1986,
commencing with Section 465 of the California Business and
Professional Code (16 CCR 3600 (a)).

Code — Code means the California Business and Professional
Code (16 CCR 3600 (b)).

Collateral Services — Collateral Services refers to the screening and
the intake of disputants, preparing for and conducting dispute
resolution proceedings, drafting agreements andf/or award,
providing information and/or referral services, and conducting
follow-up surveys. (16 CCR 3602 (b}).
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3.2.5

3.2.6

3.2.7

3.2.8

3.2.9

3.2.10

3.2.11

3.2.12

3.2.13

DISPUTE RESOLUTION PROGRAM (DRP)

Conciliation - Conciliation is a Dispute Resolution Service
consisting of a process of independent communication between the
Disputants and a neutral person. Typically, in conciliation, except
for conciliation court, parites do not meet face-to-face.

Conflict Resolution — Conflict Resolution refers to the broader
category of techniques for promoting agreement of a mutual
understanding between individuals or groups.

Department of Consumer Affairs — Department of Consumers
Affairs means the California State Department of Consumer Affairs.

Dispute Resolution Services — Dispute Resolution Services refers
to the variety of Dispute Resolution processes and techniques
designed to assist pariies in resolving disputes, without the
necessity of formal judicial proceedings. (16 CCR 3602 (a)).

Dispute Resolution — Dispute Resolution, includes but not limited
to: mediation, conciliation, and arbitration. (California Business and
Professions Code Section 466 (a)).

Contractor - CONTRACTOR is the sole proprietor, partnership,
limited liability Company, or corporation that has entered in this
Contract to perform the work covered by the Contract, inciuding the
Statement of Work, and is receiving funding to resolve disputes
under the Dispute Resolution Programs Act.”

Group Facilitation — Group Facilitation is the use of neutral skills to
facilitate groups of persons involved in an issue or issues of
conflict.

Mediation — Mediation means a process in which a neutral
person(s) facilitates communication between the Disputants to
assist them in reaching reconciliation, settlement, or other
understanding. (16 CCR 3602 (a) (2)).

Program — The State grant program(s), and local/County guidelines
under which Contractor receives funds under the terms of this
Contract and hereby agrees to provide services in accordance with
relevant State and/or Federal law, regulations and guidelines during
the term of this Contract.
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DISPUTE RESOLUTION PROGRAM (DRP)

3.2.14 Disputant — Disputant means the person(s) initiating or involved in

original disagreement.

3.2.15 Regulations — Regulation refers to California Code of Regulations,

Title 16, Chapter 36, commencing with Section 3600. (16 CCR
3600 (d)).

CASE TYPE CATEGORIES AND EXAMPLES

3.3.1

3.3.2

3.3.3

3.3.4

3.3.5

3.3.6

3.3.7

3.3.8

Personal Injury/Property Damage — Disputes arising out of, or
involving, issues related to personal injury or property damage. For
Example: auto accidents, defective products, liability, malpractice,
slip and fall accidents.

Business to Business (Private or Non-Profit) — Disputes between
businesses involving or arising from business related issue such
as: corporation issues, partnership issues, royalties, representative,
copyright, division of profits payment, debts, bankruptcy,
contractors, subcontractors, real property.

Consumer Merchant — Disputes involving a Consumer and
Merchant over consumer related issues such as: consumer goods,
auto and other repairs, real estate transactions, misrepresentation,
product complaint, repairs, banks, collections, (debtor-creditor).

Citation/Infraction — Disputes resulting from or arising out of minor
citations or infraction. and not involving formal legal proceedings.

Other — Any type of dispute not fitting into any of these categories.

Family/Domestic Household — Disputes involving or arising from
family/domestic issues such as: roommate, family relation,
marriage (non-custodial issues), dissolution, husband-wife, parent-
child, siblings.

Government/Public Entity —Disputes involving a government or
public entity such as: city, county, federal, social services,
immigration, intergovermmental disputes, public policy, school
boards, governing boards.

Landlord/Tenant — Disputes arising from or involving
landlord/tenant issues such as: unlawful detainers; notices: 3-day,
pay/quit, 30-day vacate; 30-day change/terms, rent increase,
change in rules, harassment, security deposits, refunds, amount
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3.3.9

3.3.10

3.3.11

3.3.12

DISPUTE RESOLUTION PROGRAM (DRP)

disputes, maintenance/repairs, habitability standards, rent
withholding; repair and deduct, illegal entry, parking garages, late
charges, feesffines, lockout, lease agreements.

Neighbor-Neighbor — Disputes arising from or involving issues
between neighbors such as: trees, noise, barking dog, neighbor-
community, property line, fences, parking, trash, maintenance of
propenty, drugs, gangs, property damage (non-auto), harassment.

Organizational — Disputes within an organization.

School — Disputes arising from or involving school related issues
such as: teacher-student, parent-teacher, student-student, and
administration-faculty.

Workplace Related — Disputes arising from or involving workplace
related issues such as salary, working conditions, disputes between
employees, discrimination, worker's compensation, sexual
harassment, other harassment.

REFERRAL SOURCE CATEGORIES

The list below is designed to give the reader an idea of where and how
cases are derived. The examples provided are to assist the reader and are
not intended as an exhaustive list.

3.4.1

3.4.2

3.4.3

3.4.4

3.4.5

3.4.6

3.4.7

Attorneys — Such as: Law offices and private practitioners.

County Bar Associations — Such as: Los Angeles County Bar
Association

Courts (Civil, Criminal, Juvenile, Small Claims) — Such as: Judges,
court personnel, court informational materials

Government/Public Entities — Such as: Federal, State, County, City.

Law Enforcement — Such as: Police, Sheriff, California State
Depariment of Public Health, Probation.

Private or Non-Profit Agency — Such as: United Way, information
lines, Catholic charities, welfare rights, etc.

Repeat Client — Former client who has used dispute resolution
services before.
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3.4.8

3.4.9

3.4.10

3.4.11

3.4.12

DISPUTE RESOLUTION PROGRAM (DRP)

Schools — Such as: Local elementary and/or high schools

Self Referral — a user who found services through alternative
channels, i.e., media, phone book, word of mouth, friend, internet.

Small Claims Advisory Office — Such as: Los Angeles County
Depariment of Consumer Affairs, and/or California State
Department of Consumer Affairs.

Unknown/decline — When Disputant is not specific, refused, or
declined to respond

Other- Any referral not fitting into any of the categories above.

DEMOGRAPHIC CATEGORIES

The following demographics are categories of statistical data that are
required to be collected by CONTRACTOR on parties entering the dispute
resolution process, and reported on a monthly basis by CONTRACTOR to
CSS Dispute Resolution Grants Administration Atin: Nusun Muhammad,
Project Supervisor. The list of demographic categories is not exhaustive
and COUNTY may require statistical data be collected and reported for
additional demographic categories. '

3.5.1

3.5.2

3.5.3

3.5.4

3.5.5

Gender — Male, Female
Referral - List the entity where the referral originated from.

Age of Disputants — 17 and under, 18-39, 40-64, 65+, not
applicable {for organizations and businesses only}, Undetermined (
participant did not or refused to respond)

Annual Household income — Less than or equal to 20,000, 20,001-
30,000, 30,001-50,000, 50,001 and over

Ethnicity/Race — Asian/Pacific American, Black, African American,
Hispanic/Latino, Native American/Indian, Multiple Ethnicities/Race,
White, Not Applicable (organizations, businesses only}
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OPERATIONS, TRAINING, AND SERVICE STANDARDS

4.1 Budgetary allocations

A minimum of 51% of the Contractors budget for the grant period must be
allocated and expended for Dispute Resolution Program services, as
defined in The Califomia Code of regulations, which may include
collateral services, as defined in The California Code of Regulations

4.2 Fees for Service

4.2.1

422

4.2.3

CONTRACTOR is not required to charge fees to Disputants
for Dispute Resolution Program services. However, if a
Contractor charges fees for its Dispute Resolution Program
Services, such fees must be assessed on a sliding scale
basis, according to income and financial need. The
contractor shall fully explain to all Disputants, in advance of
the services being furnished, the basis for and the amount of
any fees and other costs that may be charged.

CONTRACTOR may not assess any fees upon Disputants
who are indigent. “Indigent” includes persons whose income
and resources meet the financial qualifications for federal
Supplemental Security Income benefits.

CONTRACTOR is prohibited from charging the following
fees:

(a)Contingent fees

(b)Fees calculated on the basis of the amount in
controversy; or

(c)Fees based on the failure or success of the disputants to
agree to resolution terms previously designated be one or
more of the disputants.

4.3  Services by Neutrals

4.3.1

Neutrals are individuals who may or may not be volunteers,
who are non-affiliated with either party in the dispute, meet
the minimum training requirements as defined in the Dispute
Resolution Program Act of 1986, and work in assisting
parties in reaching a mutually agreeable solution.



4.4

COUNTY OF LOS ANGELES

COMMUNITY AND SENIOR SERVICES

EXHIBIT A: MANDATED PROGRAM REQUIREMENTS

4.3.2

4.3.3

434

4.3.5

DISPUTE RESOLUTION PROGRAM (DRP)

CONTRACTOR shall ensure that its Dispute Resolution
Program Services are provided by Neutrals. A Neutral is an
individual, either paid or unpaid, whose primary function is to
provide mediation, conciliation, arbitration, and/or group
facilitation under the terms of the Contract.

CONTRACTOR shall not have an individual function as a
Neutral Person if he or she has financial interest in the
subject matter of the dispute or a financial relationship with
any party to the dispute resolution proceedings. The
existence of such interests or relationships shall be deemed
a conflict of interest.

CONTRACTOR shall not have an individual function as the
Neutral Person if he or she has any personal bias regarding
any particular disputant or the subject matter of the dispute.

CONTRACTOR will ensure thai if, before or during the
provision of Dispute Resolution Program Services, a Neutral
Person has or acquires an actual or apparent conflict of
interest, the neutral person shall so inform all of the
Disputants, and shall disqualify him or herself as the Neutral
Person unless all the Disputants consent in writing to
continue. The Contractor shall replace a disqualified neutral
person at no additional cost to any Disputant.

Orientation and Training of Neutral Persons

4.4.1

442

443

CONTRACTOR shall require that all persons who provide
Dispute Resolution Program Services on its behalf complete
a training program. The training must be completed prior to
the provision of Dispute Resolution Services by that person.

CONTRACTOR, for purposes of fulfilling the requirements of
Section 468.2(g) of the Act, shall provide an orientation and
training program for mediators and other facilitators. The
program shall consist of a minimum of 25 hours of classroom
and practical training.

CONTRACTOR shall ensure classroom training consists of a

minimum of 10 hours of lecture and discussion, and shall
address the following topics:

10
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(a)

(b)

(c)

(d)

(d)

()

(9)

(h)

(i)

The history of Dispute Resolution as a problem
solving technique and its relationship to the traditional
justice system;

The Dispuie Resolution Program Act, and the
California Code of Regulations;

An overview of the structure of the California justice
system and the traditional methods of processing civil
and criminal cases;

The structure, design, practice, and theory of Dispute
Resolution proceedings and services, as defined,
including the wvarying roles, functions and
responsibilities of a  Neutral Person, and the
distinction between binding and non-binding
processes;

Communication skills and techniques, including
developing opening statements, building trust,
gathering facts, framing issues, taking notes,
empowerment tactics, effective listening and
clarification skills. Face-to-face as well as over the
telephone communication skills shall be addressed;

Problem identification and disagreement management
skills, including instruction in the establishment of
priorities and areas of agreement and disagreement,
and the management of special problems that
threaten the process;

Techniques for achieving agreement or settlement,
including instruction in creating a climate conducive to
resolution, identifying options, reaching consensus,
and working toward agreement;

General review of fact patterns present in typical
Dispute Resolution Programservices, including
landlord-tenant, customer-merchant, and neighbor-
neighbor cases;

Administrative and intake skills related to Dispute
Resolution Program Services, inciuding completion of

11
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444

445

446

447

paperwork involved in handling and tracking cases,
adminisirative and reporting forms, correspondence
with disputants and referral agencies, agreements to
mediate or arbitrate, and the drafling of settlement
agreements and awards;

0 The role and participation of attorneys and witnesses
in Dispute Resolution Program proceedings; .

(k)  The organization and administration of the Dispute
Resolution Program, including intake procedures,
follow-up procedures, and record keeping; and

()] The necessity of the voluntary and consensual nature
of a Disputant’s participation in any  Dispute
Resolution Program proceedings.

CONTRACTOR shall ensure that the practical training
consists of a minimum of 10 hours, which shall include role
plays of simulated disputes and observations of actual
Dispute Resolution Program Services, including intake
procedures as well as actual Dispute Resolution Program
proceedings.

CONTRACTOR shall ensure that in addition to the minimum
of 25 hours required pursuant to Title 16, Section 3622 of the
California Code of Regulations, an additional 25 hours of
practicum is provided in accordance with Los Angeles
County DRP Builetin No.: 2004:01. The training shall also
include a personal assessment and evaluation of the trainee.

CONTRACTOR shall provide written verification of the dates
and times at which the training was attended and completed
to all trainees who satisfactorily complete the required
orientation and training program.

CONTRACTOR shall ensure that any Neutral(s) who has
received training which complies substantially with this
Subsection 4.1.4 , or who has had at least 25 hours of
Dispute Resolution Program experience prior to his or her
provision of Dispute Resolution Program Services, shall be
deemed to have met the orientation and training
requirements mandated by the Dispute Resolution Programs
Act of 1986, this Subsection. . Such prior training or

12
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experience shall be verified by the program or organization
through which it was rendered.

Oral or Written Agreements Between Disputants

Agreements reached between Disputants as a result of the Dispute
Resolution Program Services may be oral or written.

Under Section 467.4 of the California Business and Professions Code,
such agreements are presumed not to be enforceable at law or admissible
as evidence at judicial or administrative proceedings unless the consent of
the Disputants or the agreement includes a provision that clearly states
that the agreement or any resulting award shall be so enforceable or
admissible as evidence. This election by the Disputants may be made at
any time. To be enforceable or admissible, an agreement must:

(a) Be in writing and signed by all Disputants; and

(b} Contain an Enforcement of Agreement Statement that clearly
expresses that the agreement will be enforceable as law and/or
admissible as evidence in any judicial or administrative
proceedings.

Attorney Participation

Disputanis are entitled to be accompanied by an attorney at any Dispute
Resolution session. Participation by attorneys in Dispute Resolution
proceedings may be restricted by the policy of the CONTRACTOR. Such
policies shall be clearly explained in the Information Statement provided to
Disputants.

Information and Referral Services

When the Contractor deems it appropriate or when Disputants request it, a
Contractor may provide the Disputants with information about the services
of other agencies. However, no commissions, rebates, or any other form
of payment shall be given or received by a CONTRACTOR, its staff, or its
volunteers for referring Disputants to other setvices or agencies.

Follow-up Surveys

Annually, or on a more frequent basis, CONTRACTOR shall conduct
follow-up surveys of its current and former Disputants’, which shall include

13
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an evaluation of CONTRACTOR. The surveys shall request the
Disputants’ evaluation of:

(a) The Dispute Resolution Program Services provided by the
CONTRACTOR;

(b) The fairness or adequacy of the settlement agreement or award;

{¢) Any particular difficulties experienced by the Disputant in
carrying out and obtaining compliance with the settlement
agreement or award,

(dy The Disputants’ willingness to use the CONTRACTOR’'S
services in the future; and

(¢) The Disputant’s willingness to recommend the CONTRACTOR'S
services to others who are involved in disputes.

The survey results shall be submitied as part of the yearly statistical report
to the Board of Supervisors or its designee in compliance with Section
471.5 of the Act. Copies of the survey results shall also be forwarded by
the Contractor to the Department of Consumer Affairs at the time of
submission to the Board of Supervisors or its designee.

5.0 MANAGEMENT, ACCOUNTING, AND REPORTING REQUIREMENTS

5.1

100% Cash/In-Kind Match Requirement

The program has a 100% match requirement. This means that for every
dollar in DRPA funds the CONTRACTOR receives, it must obtain a dollar
in cash and/or in-kind goods or services from some other funding sources.
For example, if the CONTRACTOR receives $50,000 annually in DRPA
funds, it must raise $50,000 in cash and/or in-kind goods from other
sources to also support the program. Due to the nature of the program,
programs must get their match mostly from cash, as opposed to in-kind
goods and services. For more information on in-kind donation see the
Dispute Resolution Program Act.

5.1.1 In-kind donations, including services of volunteers and materials

and/or property, may be reported or credited by CONTRACTOR as
revenue or expenditures, if such donations:
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COUNTY OF LOS ANGELES
COMMUNITY AND SENIOR SERVICES
EXHIBIT A: MANDATED PROGRAM REQUIREMENTS
DISPUTE RESOLUTION PROGRAM (DRP)

(a) Will be received during the proposed budgetary
period;

(b) Represent necessary and ordinary expenses or
services related to the operation and management of
the CONTRACTOR'S program and;

(c) Serve a purpose consistent in nature and cost with
the CONTRACTOR’S operation.

5.1.2 In-kind donations must be clearly documented with descriptions of
the services or materials donated, the dates received, and the
names and addresses of the donors.

5.1.3 Volunteer personnel services shall be documented by timesheets
signed by the volunteer and vetified by the Contractors, Program
Director

5.1.4 For uniform budgeting purposes, standardized values must be used
in assessing value to the in-kind donations. The following
assessments shall apply:

(a) Volunteer personnel services shall be valued at no
more than $25.00 per hour.

(b) Donated facilities may be valued at no more than
$50.00 per dispute resolution proceeding.

(c) Donations of personal property shall be reported at a
fair market value as determined by CONTRACTOR

5.1.5 The following may not be included or credited as in-kind donations:
(a) Volunteer time provided by members of the
CONTRACTOR'S Board of Directors while serving in

the capacity as members of the Board.

(b) Fringe benefits associated with time donated by
volunteers.

15



5.2

53

COUNTY OF LOS ANGELES
COMMUNITY AND SENIOR SERVICES

EXHIBIT A: MANDATED PROGRAM REQUIREMENTS

DISPUTE RESOLUTION PROGRAM (DRP)

Record Keeping Practices

5.2.1

52.2

5.2.3

CONTRACTOR shall provide annual statistic data and reports
pursuant to California Business and Professions Code Section
471.4.

All records and files maintained pursuant to Section 471.5 of the
California Business and Professions Code shall be retained as
follows:

(a)  All financial records shall be retained for a minimum of five
(5) years after the expiration of the grant period.

(b)  Signed personnel timesheets for volunteers and employees
shall be maintain for a period of five (5) years

{c) All other statistical data shall be retained for a period of five
(5) years.

All records described in this Section shall be made available to the
Board of Supervisors or its designee and to the California State
Department of Consumer Affairs upon request.

Program Management Reporis

CONTRACTOR shall submit the following program and financial reports to
the COUNTY:

5.3.1

53.2

Program Repotrt — The Program Report shall consist of information
regarding the number of intakes and assessments, proceedings
initiated, cases opened, cases closed/resolved, and follow-up
surveys conducted by CONTRACTOR each month. One (1)
original copy of the Program Report (if more than one program,
submit a Program Report for each program and summary of all
programs) is to be submitted to; Aftention Nusun Muhammad,
Project Supervisor, County of Los Angeles Dispute Resolution
Program Grants Administration Division, no later than the twenty-
fifth (25M) day of each month, for the previous months service
provision.

Case Information Reports - The Case Information Report consists
of demographic information for CONTRACTOR cases resolved and
unresolved, such as age, gender, ethnicity, referral source, type of
dispute, and annual household income. One (1) original copy of
the Case Information Report (if more than one program, submit a
Case Information Report per program and summary of all

16



COUNTY OF LOS ANGELES
COMMUNITY AND SENIOR SERVICES

EXHIBIT A: MANDATED PROGRAM REQUIREMENTS

5.3.3

534

5.3.5

5.3.6

DISPUTE RESOLUTION PROGRAM (DRP})

programs) is to be submitted to; Attention Nusun Muhammad,
Project Supervisor, County of Los Angeles Dispute Resolution
Program Grants Administration Division, no later than the twenty-
fith (25™) day of each month, for the previous months service
provision.

Funding Requisition — The Funding Requisition is the vehicle by
which the CONTRACTOR invoices the COUNTY for
reimbursement of costs for Program services rendered. Two (2)
copies of an original signed Funding Requisition, to be submitted in
the form and manner designated by the COUNTY Program
Manager, by the twenty-fifth (25") day of the month. Further,
Funding Requisition (invoices) shall meet all requirements of Part |,
Section 7.0 of the Contract.

Annual Fiscal Closeout Report — The Fiscal Closeout Report is the
annual report which reconciles all Program and in-kind
expenditures by line item. Two (2) original signed copies must be
submitted to the County Project Supervisor and Fiscal Officer as
designated. The deadline for submission will be listed in the
closeout reporting packet distributed to each contractor at the close
of each fiscal year. Fiscal Closeout Reports shall be addressed
and sent to:

Nusun Muhammad, Project Supervisor

Community and Senior Services of Los Angeles County
Domestic Violence Planning

Dispute Resolution Program Grants Administration
3175 West 6™ Street Room 304, Box 27

Los Angeles, CA 90020

Program Income Statement Report — The Program Income
Statement Report is generated by the CONTRACTOR to identify
contract revenue versus expenditure. This report is submitted with
the Annual Fiscal Closeout Report (Section 5.3.4) on or before July
5™ following the end of the term of this Contract. The purpose of
this report is to identify the amount of Program Income as
described in Section 5.6 below. The Program Income Statement
Report should be amended by CONTRACTOR, with notice to
COUNTY, if adjustments are required due to any new information
received after the filing of the report.

CONTRACTOR shall comply with any additional reporting
requirements as required by County and to the extent consistent

17



5.4

COUNTY OF LOS ANGELES
COMMUNITY AND SENIOR SERVICES

EXHIBIT A: MANDATED PROGRAM REQUIREMENTS

DISPUTE RESOLUTION PROGRAM (DRP)

with relevant program provisions, grant regulations, and any
applicable Federal, State, or County laws, regulations, and/or
ordinances.

Approved Cost Allocation Plan (ACAP) — An Approved Cost
Allocation Plan (ACAP) must be submitted as a reference
document to this Contract to support the distribution of any joint
costs with other funding sources related to the activities of this
Contract. All costs included in the ACAP will be supported by
formal accounting records, which will substantiate the propriety of
eventual charges. Budget allocations are not adequate
documentation. CONTRACTOR will retain on file all documentation
supporting the methodology utilized to determine the
reasonableness of the costs allocated to the cost-reimbursement
activities. COUNTY'S designated Contract Monitor will test
CONTRACTOR'S ACAP during the normal course of monitoring to
ensure compliance with OMB requirements. Failure to comply may
result in no payment or in a partial or reduced payment until
CONTRACTOR is in compliance. In addition, failure to comply may
result in Contract termination.

Property/Capital Expenditures — All property costing five thousand dollars
($5,000.00) or more purchased with Program funds requires prior written
permission from the State and the COUNTY CMM or designee and may
be depreciated and tagged and tracked as property of the Los Angeles
County Dispute Resolution Program Act (DRP) Programs.

5.4.1

5.4.2

5.4.3

Nonexpendable Property — The Contractor shall maintain a record
for each item of nonexpendable property acquired for this program
with  Alternative  Dispute  Resolution  program  funds.
Nonexpendable property shall include tangible personal property
including but not limited to, office equipment, as well as any funds
derived from the sale or disposition of non-expendable property.

Any utilization of funds derived from the sale or disposition of non-
expendable property musi have prior approval of the County and
otherwise comply with all applicable laws and regulations.

In case of termination of this contract, the County reserves the right
to determine the final disposition of said non-expendable property
acquired for this program. Said disposition may include but is not
limited to, taking possession of said non-expendable propenrty.

18
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COUNTY OF LOS ANGELES
COMMUNITY AND SENIOR SERVICES
EXHIBIT A: MANDATED PROGRAM REQUIREMENTS
DISPUTE RESOLUTION PROGRAM (DRP)

Program Income

Program Income is defined as all gross income (including fees) earned by
CONTRACTOR as a direct result of the provision of Dispute Resolution
Program Services Program Income must be identified in monthly Funding
Requisitions, and used toward the provision of Program Services. Fees
include but are not limited to; training fees, administrative fees, and
program interest. The CONTRACTOR will be responsible for tracking all
Program Income and expenditures for each program. Further, Program
Income must be reporied and used by CONTRACTOR consistent with
Part Il, Subsection 22.4 of the Contract.

6.0 RESPONSIBILITIES

6.1

County’s General Responsibilities

6.1.1 COUNTY shall appoint a Program Manager (CPM) who will be
responsible for coordinating the delivery of services of this
Contract, and monitoring CONTRACTORS activities and providing
technical guidance to ensure CONTRACTOR meets or exceeds
program objectives and requirements.

6.1.6 The CPM will provide guidance to CONTRACTOR in areas relating
to CSS policy, information, and procedural requirements

6.1.7 The CPM or histher designee will have full authority to monitor
CONTRACTORS performance in the day-to-day operation of this
Contract.

6.1.8 The CPM is not authorized to make any changes in the terms and
conditions of this Contract and is not authorized to obligate the
COUNTY in any way whatsoever beyond the terms of this Contract.

6.1.9 The CPM, responsible for the daily management of Contract
operations and oversight of monitoring activities is identified as:

CPM  Nusun Muhammad, Project Supervisor
Community and Senior Services of Los Angeles
County
Domestic Violence Planning
Dispute Resolution Program (DRP) Grants
Administration Division
3175 West 6" Street, Room 304, Box 27
Los Angeles, CA 90020
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6.2

COUNTY OF LOS ANGELES
COMMUNITY AND SENIOR SERVICES

EXHIBIT A: MANDATED PROGRAM REQUIREMENTS

DISPUTE RESOLUTION PROGRAM (DRP)

6.1.10 The CPM will provide CONTRACTOR with a User Compliant

Report (UCR).

Contractor's General Responsibilities

6.2.1

6.2.2

6.2.3

6.2.4

6.2.5

6.2.6

CONTRACTOR will appoint a Program Director (CPD)} who will be
responsible for the administration and oversight of all the services
provided under this Contract. The name and phone number of the
CPD and that of a designee, who is authorized to act on behalf of
the CONTRACTOR in the absence of the CPD, shall be designated
in writing under Contractor Administration, Attachment |, of this
Contract.

The (CPD) will work with the COUNTY’s CPM to help resolve any
potential areas of difficulty before a problem occurs.

The CPD will respond within twenty-four (24) hours to all calls
and/or reports regarding CONTRACTOR's performance. The CPD
or his/her designee will be available to authorize COUNTY
personnel during work hours as stated in the Statement of Work,
Monday through Friday, with the exception of legal holidays.

CONTRACTOR will not schedule or conduct any meetings or
negotiations under this Contract on behalf of the COUNTY or CSS.

Overall program coordination between CONTRACTOR and
COUNTY shall be through COUNTY’s CPM or his/her designee
and the CONTRACTOR's Program Director, an authorized
representative(s) or their designated alternates

CONTRACTOR agrees that any work performed outside the scope
of this Contract, including the Statement of Work, shall be deemed
a gratuitous act on the part of CONTRACTOR and, therefore,
CONTRACTOR shall have no claim against the COUNTY for said
work.

6.3 Additional Contractor Personnel

6.3.1

CONTRACTOR will provide sufficient personnel, competent to
perform all work in accordance with the requiremenis of the
Contract. The CONTRACTOR'S Program Director or his or her
designee will supervise all of the personnel assigned to work on
this Contract.
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COUNTY OF LOS ANGELES
COMMUNITY AND SENIOR SERVICES
EXHIBIT A: MANDATED PROGRAM REQUIREMENTS
DISPUTE RESOLUTION PROGRAM (DRP)

6.3.2 CONTRACTOR will immediately notify COUNTY of any changes in
CONTRACTOR’S authorized personnel that may affect the
operation of the Contract.

6.3.3 CONTRACTOR will not permit any employee to perform services
hereunder while under the influence of any alcoholic beverage,
medication, narcotic, or other substance, which might impair the
employee’s physical or mental performance.

7.0 QUALITY ASSURANCE PLAN

7.1

7.2

7.3

7.4

The CONTRACTOR will establish and maintain a Quality Assurance Plan
(QAP) to assure the requirements of the Contract are met. A copy of the
QAP must be provided to the CPM for review and approval on or before
the Contract start date, and as changes occur. The original QAP and any
revisions thereto will include, but not be limited to the following:

(a) Methods used to insure that the quality of service performed
fully meets the performance requirements set forth in the
Performance Requirement Summary (PRS) Chart, Exhibit D.
CONTRACTOR will include methods for identifying and
preventing deficiencies in the quality of services performed
before the level of performance becomes unacceptable.

(b) Methods for insuring uninterrupted service to COUNTY in the
event of a strike by CONTRACTOR’S employees or any other
potential disruption in service.

If CONTRACTOR’S performance requirements are not met, the CPM may
call CONTRACTOR, andfor send CONTRACTOR a User Complaint
Report (UCR) °~ form, Attachment Xl of the Sample Contract.
CONTRACTOR will respond to the UCR within twenty-four (24} hours of
receipt. All performance requirement issues will be reported to the CPM.

A record of all evaluations conducted by CONTRACTOR including
corrective action taken, the time a problem was first identified, a clear
description of the problem, the time elapsed between identification of the
problem and the completed corrective action will be provided to ihe
COUNTY upcen request.

CONTRACTOR will not utilize any employee or Subcontractor whose work
has been deemed deficient and unacceptable by the CPM.
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8.0

9.0

COUNTY OF LOS ANGELES
COMMUNITY AND SENIOR SERVICES
EXHIBIT A: MANDATED PROGRAM REQUIREMENTS
DISPUTE RESOLUTION PROGRAM (DRP)

QUALITY ASSURANCE MONITORING

8.1

Dispute Resolution Program staff or other personnel authorized by the
COUNTY, will monitor CONTRACTOR’S performance under the Contract
using the quality assurance procedures specified in this Statement of
Work. All monitoring will be conducted in accordance with Part Il, Section
27.0, COUNTY'S Quality Assurance Plan, of the Contract and Exhibit D,
Performance Requirement Summary (PRS) Chart

PROGRAM INFORMATION SUMMARY

9.1

9.2

CONTRACTOR must complete the Program Information Summary, which
includes a Program Description (a brief description of the program
including hours of operation, and what types of disputes will be accepted),
and Program Operating Plan (a brief description of how the program will
be operated on a day-to-day basis), and provide the Summary to:
Attention Nusun Muhammad, Project Supervisor, County of Los Angeles
Dispute Resolution Program Grants Administration Division. prior to the
execution of the Contract. '

CONTRACTOR is responsible for ensuring that the Project Operating Plan
(meaning the number of intake problem assessments, proceedings
initiated, cases closed/resolved, and follow-up surveys will be achieved for
the Contract period}, are realistic and achievable under the terms of this
contract. CONTRACTORS with more than one program must complete a
separate Program Information Summary for each program and one
combined for all programs.
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CONTRACTOR'S NAME:

CONTRACTOR’S ADMINISTRATION

ATTACHMENT I

CONTRACT NO:

CONTRACTOR’S PROJECT MANAGER:

Name:
Title:
Address:

Telephone:
Facsimile:

E-Mail Address:

CONTRACTOR’S AUTHORIZED OFFICIAL(S)

Name:
Title:
Address:

Telephone:
Facsimile:
E-Mail Address:

Name:
Title:
Address:

Telephone:
Facsimile:
E-Mail Address:

Notices to Contractor shall be sent to the following:

Name:
Title:
Address:

Telephone:
Facsimile:
E-Mail Address:




COUNTY’S ADMINISTRATION

CONTRACT NO.

CSS DIRECTOR:

Name: Cynthia Banks

Title: Director

Address: 3175 West Sixth Street
Los Angeles, CA 90020

Telephone: (213) 738-4208

Facsimile: (213) 380-8275

E-Mail Address: chanks@css.co.la.ca.us

COUNTY CONTRACT MANAGEMENT MANAGER (CMM):

Name: Nusun Muhammad
Title: Project Supervisor
Address: 3175 West Sixth Street
Los Angeles, CA 90020
Telephone: {213) 738-2621
Facsimile: (213) 386-3995
E-Mail Address: nhmuhamma@ecss.lacounty.qov

COUNTY CONTRACT COMPLIANCE MANAGER (CCM):

Name: Nusun Muhammad
Title: Project Supervisor
Address: 3175 Waest Sixth Street
Los Angeles, CA 90020
Telephone: (213) 738-2621
Facsimile: (213} 386-3995
E-Mail Address: numhamma@ ¢ss.lacounty.qov

ATTACHMENT II



Attachment Il
CHARITABLE CONTRIBUTIONS CERTIFICATION

Company Name

Address

Internal Revenue Service Employer Identification Number

California Registry of Charitable Trusts “CT” number (if applicable)

The Nonprofit Integrity Act (SB 1262, Chapter 919) added requirements to California’s
Supervision of Trustees and Fundraisers for Charitable Purposes Act which regulates those
receiving and raising charitable contributions.

Check the Certification below that is applicable to your company.

Proposer or Contractor has examined its aciivities and determined that it does not now receive
or raise charitable contributions regulated under California’s Supervision of Trustees and
Fundraisers for Charitable Purposes Act. If Proposer engages in activities subjecting it to those
laws during the term of a County contract, it will timely comply with them and provide County a
copy of its initial registration with the California State Attorney General’'s Registry of Charitable
Trusts when filed.

OR

Proposer or Contractor is registered with the California Registry of Charitable Trusts under the
CT number listed above and is in compliance with its registration and reporting requirements
under California law. Attached is a copy-of its most recent filing with the Registry of Charitable
Trusts as required by Title 11 California’ Code of Regulations, sections 300-301 and
Government Code sections 12585-12586.

Signature Date

Name and Title of Signer (please print}



Al

Department of the Treasury
Internal Revenue Service

Notice 10156

(Rev. December 2006)

Have You Told Your Employees About the
Earned Income Credit (EIC)?

What Is the EIC?
The EIC is a refundable tax credit for certain workers.

Which Employees Must | Notify About the EIC?

You must notify each employee who worked for you at
any time during the year and from whom you did not
withhold income tax. However, you do not have to notify
any employee who claimed exemption from withholding
on Form W-4, Employee's Withholding Allowance
Certificate.

Note. You are encouraged to nolify each employee
whose wages for 2006 are less than $38,348 that he or
she may be eligible for the EIC.

How and When Must | Notify My Employees? You
must give the employee one of the following:

The IRS Form W-2, Wage and Tax Statement, which
has the required information about the EIC on the back
of Copy B.

A substitute Form W-2 with the same EIC
information on the back of the employee’s copy that is
on Copy B of the IRS Form W-2.

Notice 797, Possible Federal Tax Refund Due to the
Earned Income Credit (EIC).

Your written statement with the same wording as
Notice 797.

If you are required to give Form W-2 and do so on time,
no further notice is necessary if the Form W-2 has the
required information about the EIC on the back of the
employee's copy. If a substitute Form W-2 is given on
time but does not have the required information, you
must notify the employee within 1 week of the date the
substitute Form W-2 is given. If Form W-2 is required
but is not given on time, you must give the employee
Notice 797 or your written statement by the date Form
W-2 Is required to be given. If Form W-2 is not required,
you must notify the employee by February 7, 2007.

Attachment |V

You must hand the notice directly to the employee or
send it by First-Class Mail to the employee's last known
address. You will not meet the notification requirements
by posting Notice 797 on an employee bulletin board or
sending it through office mail. However, you may want
to post the notice to help inform all employees of the
EIC. You can get copies of the notice from the IRS
website at www.irs.gov or by calling 1-800-829-3676.

EIOC‘?? Will My Employees Know If They Can Claim the

The basic requirements are covered in Notice 797. For
more detalled information, the employee needs {o see
the 2006 instructions for Form 1040, 10404, 1040EZ, or
Pub. 536, Earned income Credit {EIC).

How Do My Employees Claim the EIC?

Eligible employees claim the EIC on their 2006 tax
return. Even employees who have no tax withheld from
their pay or owe no tax can claim the EIC and get a
refund, but they must file a tax return to do so. For
example, if an employee has no tax withheld in 2006
and owes no tax but is eligible for a credit of $824, he or
she must file a 2006 tax return to get the $824 refund.

How Do My Employees Get Advance EIC Payments?

Eligible employees who expect to have a qualifying child
for 2007 can get part of the credit with their pay during
the year by giving you a completed Form W-5, Earned
Income Credit Advance Payment Ceriificate. You must
include advance EIC payments with wages paid to
these employees, but the payments are not wages and
are not subject to payroll taxes. Generally, the payments
are made from withheld income, social security, and
Medicare taxes. For details, see Pub. 15 (Gircular E},
Employer's Tax Guide.

Notice 1015 (Rev. 12-2006)
Cat. No.205991

Attachment V

COUNTY OF LOS ANGELES CONTRACTOR EMPLOYEE JURY SERVICE PROGRAM



CERTIFICATION FORM AND APPLICATION FOR EXCEPTION

The County's solicitation for this Request for Statement of Qualifications is subject to the County of Los Angeles Contractor
Employee Juty Service Program (Program}, Los Angeles County Code, Chapter 2.203. All proposers whether a contractor or
subcontractor, must complete this form to either certify compliance or request an exception from the Program requirements. Upon
review of the submitted form, the County department will determine, in its sole discretion, whether the proposer is exempt from the
Program.

Company Name:

Company Address:

City: State: Zip Code:

Telephone Number:

Solicitation For Services:

If you believe the Jury Service Program does not apply to your business, check the appropriate box in Part | (attach documentation
to support your claim); or, complete Part Il to cerify compliance with the Program. Whether you complete Part | or Part I, please
sign and date this form below.

Part I: Jury Service Program is Not Applicable to My Business

My business does not meet the definition of “contractor,” as defined in the Program, as it has not recsived an aggregate sum of
$50,000 or more in any 12-month period under one or more County contracts or subcontracts (this exception is not available if the
contract itself will exceed $50,000). | understand that the exception will be lost and | must comply with the Program if my revenues
from the County exceed an aggregate sum of $50,000 in any 12-month period.

My business is a small business as defined in the Program. It 1) has ten or fewer employees; and, 2) has annual gross revenues in
the preceding twelve months which, if added to the annual amount of this contract, are $500,000 or less; and, 3) is not an affiliate or
subsidiary of a business dominant in its field of operation, as defined below. | understand that the exception will be lost and | must
comply with the Prograrm if the number of employees in my business and my gross annual revenues exceed the above limits.

“Dominant in its field of operation” means having more than ten employees, including full-time and part-time employees, and
annual gross revenues in the preceding twelve months, which, if added to the annual amount of the contract awarded, exceed
$500,000.

“Affiliate or subsidiary of a business dominant in its field of operation” means a business which is at least 20 percent owned
by a business dominant in its field of operation, or by partners, officers, directors, majority stockholders, or their equivalent, of a
business dominant in that field of operation.

My business is subject to a Collective Bargaining Agreement {attach agreement} that expressly provides that it supersedes all
provisions of the Program.

OR

Part Il; Certification of Compliance

My business has and adheres to a written policy that provides, on an annual basis, no less than five days of regular pay for actual
jury service for full-time employees of the business who are also California residents, or my company will have and adhere to such a

policy prior to award of the contract.

| declare under penalty of perjury under the laws of the State of California that the information stated above is true and correct.

Print Name: Title:

Signature: Date:

Attachment VI
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Sflfé [)/ Surrendered

Baby Law

What is the Safely
Surrendered Baby Law?

In Los Angeles Gounty: 7 877 BABY SAFE 1 877 222 9723

How does it work?

A distressed parent who is unable or
unwilling to care for a baby can legally,
confidentially, and safely susrender a
haby wichin three days (72 hours) of
birth. The baby must be handed o an
employee at 2 hospinal or fire station in
Lot Anpeles County. As long at the
baby shows no sign ul abuse or neglect.
no name ar other informacion is
required. In case the parent changes his
or her mind at 2 Jater date and wants the
baby back, stali will use bracdets 1o help
connect them o each other. One
braceler will be plzced on the baby, and
a matching bracelet will be given to the
pasent or other surrendering adule,

What if a parent wants

the haby back?

Parents who change their minds can
begin the process of raclaiming their
baby within 14 days. These parents
should call che Los Angeles Cauncy

Deparment of Children and Family
Services at 1-§00-540-4000.

Can only a parent

Bring in tha baby?

No. While in most cases 2 parent will
bring in the baby, the Law aflows other
people ta bring in the haby if they have
Tawiul custody.

Does the parent or surrendering
adult have to call before
hringing in the haby?

No. A parent or surrendering adult an
bring in a baby anytime, 24 hours z day.
7 days a week, as long as the parent or
warrensdering adult sumenders the baby
1o sameone who works at the hospiral
o fire gation,

www.habysalela.ong

Does the parent or surrendering
adult have to tell anything to
the paople taking the haby?

No. However, hospital or fire station
personnel will ask the sumendering party
10 fill out a questionnaire designed to
gather important medical history
informacion, which is very useful in
caring for the baby. The questionnaire
includes a stamped rensm envelope and
can be rene in ac a lacer time.

What happens to the bahy?

The baby will be examined and given
medical rearment,. Upon release from
the hospital, sociad watkers immediately
place the baby in 2 safe and loving hame
atnd Legin the adoplion process.

What happens to the parent
or surrendering adult?

Once the parent or surcendering
adult surrennders the baby 1o hospital
or fir¢ tiation personnel, they may

leave at any time.

Why is California doing this?
The purpose of the Safely Surrendered
Balyy Law is to protect babies from
being abandoned, hureor kifled by ther
parents. You inay have heard tragic
stonies of babies left in dumpsters or
public bathrooms. Their parents may
havs been under severe emotional
distress. The mothers may have hidden
their pregnandies, fearful of what would
happen if their families found cut.
Beesusa they were afraid and had no
one or nowhere 1o turn for 11:[}!. they
abandaned their babies. Abandoning a
baby is illegal and places the baby in
extreme danper. Too often, it results in
the baby’s death. The Safely
Surrendered Baby Law prevents this
tragedy from ever happening apain in
Cafifornia,

»
A babys story
Ealy in the moming on April 9, 2005, a healthy baby buy was safely surrendered to nurses a1 Harbor-
UCLA Medical Canter. The woman who brought the baby 1o the hospitl idenrified hervelf as the baby's aunc
aud stated the baby's usothiee lad ashed lier 1o bring ihe baby 1o the hospital on ber behall, The aunut was given a
braceler with 4 sumber marching the anklet placed oa the babys this would provide some identification i the evens the
mgther changed her mind about surrendering the baby and wished to codlaim the baby in the 14.day period allowed by the
Law. The auns war also provided with a medical questioanaire and said she would have the mother complete and mail back in
the stamaped retam cavdope provided. The baby war examined by medical sraff and pronounced healehy and full-term. He was placed
with a loving family that had been approved o adage him by the Deparament of Childeen and Family Services,
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LE’J/ dé’ Entrega de Behés

Sin Peligra

£Qué es fa Ley de Entrega de

Behés sin Peligro?

Cada recien navido se meveee la epartuntidad
de tener nia videa satuelable. S alguicn gne
nstedd conoce estit pensando en abandonar a un
recieu nacido, infirmele que tiene otras
apciones. Hasta tres dius (72 horus) despids del
adacinient, se prede entregar un vecien nacido
al personal de cualguier bospital o crvartel de
bontberos del condado de Los Augeles.

Historia de un bebé

A ls mafiana temprano del dfa 9 de abril de 2005, s entregé un recidn nacido saludable a las enfermers del
Hatbor-UL1A Medicd Center, La mmior que llowd o meitn hacide al hospieal sc die a cotuect oo la 1 del
bebé, y dijo que la mades: Ie habla pedida que llevara al bebé al haspital cn su nombre.  Le eatregason a la tia un
brazalere con un nidmero que coincidia con b pulicra del bebé eso servirfa como identificacién en easo de que la madre
cambiara de npinidn con respecto a bz entega del bebd y decidiens rwoupenado dentro del periodo de 14 dias que permite o
ley. También le dieron 2 a 1t un cuestionario n¥édico, y ellz dijo que Ja madoc o Tlenaria y Jo enviarfa de vuclta dentm def sobre con
franquens pagado que be hablan dado. El pesonal médico axamind al bebé y s= determind que estaba saludable y a término. El bebd fue

(g

ubicado con una bucna familia gus ya habia sido ay

£Como funciona?

H padre/madse con dificultades que no
puedi o no quizr cuidar de su recién
naddo pucde entregarlo eo forma legal,
confidencial y srgura dentro de Jos tres dfay
(72 horas) del nacimienm. El behé debe ser
entregado & un anpleado de cualquier
hospitad o auzrtel de bomberos del Condado
de kos Angrles. Siempre que <l bebé no
presente sippas de abuso o negligencia, no
serd necesrio suministzar nombres ni
informacién alguna. Si el padre/madre
cambiz de apinién postcrioments y desea
revuperar  su bebd, Jos erabzjadores
urlizasin brazaletes pars poder vincubaros
1 bebé llevard un brazalete y of
padre/madre o el aduloo que lo entregue
reeibind un batake igual.

¢Qué pasa si el padre/madre
desea recuperar a su bebé?

Las padres que cambien de opinién
pucden comenzar ¢l proceso de relarmar a
su recién nacide denwo de Jos 14 dfas,
Estos padres deberdn llamar al
Deparamento de Servicios para Nifias y
Faenilias (Department of Children and
Family Services) del Condado de Tos
Angrles al 1.800-540-4000,

¢Sélo los padres podran Hevar
al recién nacido?

Mo. $ibien cn kb mayorfa de los casos
son los padres los que llevan al bebé, Ia
ley permite que otrus personas lo hagan
si tienen enspodia legal.

iLos padres o el adulto que
entrega al bebe deben llamar
antes de llevar al bebd?

No. [ padrr/madre o adulto puede llevar
al bebé en cualquier momento, las 24
horas def dia, fos 7 diss de la semana,
siempre y cuardo cntreguen a su bebé a un
cmpfeado del hospiral o cuarcl de
bomberas.

A
T

par

por el Dep

de Servicios para Nifios y Familias.,

Attachment VI, cont.

M.b@bi-ta!eia.qrg .

iEs necesarlo que ef padref
madre o adulto diga algo a las
personas gue recihen al bebé?
Na. Sin embuasgo, ol persunal del hopind o
cuaree] de bormberos ke pedird a la persona
que entregue al bebé que llene un
cuestionario con la finalidad de recabar
anteced médicos imp que
reshtan de pran utilidad para cuidar bien
del bebé. ¥ cusstionario incduye un sobre
con ¢l sctlo posal pagado para enviasto en
otre momenta.

£Qué pasara con et hehs?

El bebt scré craminada y ke brindarin
atzncién médica. Cuando le den of aka ded
hospinal, los trabajadores sociales
inmediatarnente ubicarén al bebé en an
hogar seguro dondc cstard bicn awndida, y
s¢ comenzard <l proceso de adapcién.

:0ué pasara con el padre/madre
o adulte que entregue af hehé?
Una vez gue bos padres o adulie hayan
ensregalo al bebé al personal del bospital o
auarer] de bomberos, pucden e en
<ualquier momento.

¢Por qué se astd haciendes esto
en Galifornia? ?

11 finalidad de la Ley de Entrega de Bebés
sin Peligro ez proteger a Jos bebés para que
ra sman abandonados, lastimados o
mucrior por sus padres. Usted
probablemente haya escachado historias
trigicas sobre bebés abandonador en
basureros o en bafios poblicos. Los padres
de cs05 bebds probablemenie hayan estade
pasando por dificulrades emocionales
graves. Las madres pucden haber oculiado
su embarazo, por temor a lo que pasara si
sus familias sc coteraran. Abandonaron a
sus hebés porque tenian roiedo y no tenizn
naddic a quicn pedie ayuda. £ abandona
de un recién nacido ex ilegal y ponc al bebé
en una sitmacién de peligra cxremo,. Muy
a meaudo ¢l abandona provoca k2 mueree
del bebé. La Loy de Entroga de Bebés sin
Peligro impide que vuclva a succder esta
tragedia en California




Attachment Vil
CONTRACTOR'S EEQ CERTIFICATION

CONTRACTOR Name

Address

Internal Revenue Service Employer Identification Number

GENERAL CERTIFICATION

In accordance with Section 4.32.010 of the Code of the COUNTY of Los Angeles, the CONTRBACTOR, supplier, or vendor certifies
and agrees that all persons employed by such firm, its affiliates, subsidiaries, or holding companies are and will be treated equally
by the firm without regard to or because of race, religion, ancestry, national origin, or sex and in compliance with all anti-
discrimination laws of the United States of America and the State of California.

CONTRACTOR'S SPECIFIC CERTIFICATIONS

1. The CONTRACTOR has a written policy statement prohibiting Yes O No [
discrimination in all

phases of employment.

2. The CONTRACTOR pericodically conducts a self analysis Yes (1 No [

or utilization analysis
of its work force.

3. The CONTRACTOR has a system for determining if Yes [ No I
its employment practices are discriminatory
against protected groups.

4, Where problem areas are identified in employment Yes O Ne O
practices, the CONTRACTOR has a system for taking
reasonable corrective action, to include
establishment of goals or timetables.

Authorized Official’s Printed Name and Title

Authorized Official’s Signature Date



Attachment VI

CONTRACTOR EMPLOYEE ACKNOWLEDGEMENT AND CONFIDENTIALITY AGREEMENT

(Note: This certification is to be executed and returned to COUNTY with CONTRACTOR's executed Contract. Work cannot begin on the
Contract until COUNTY receives this executed document.)

CONTRACTOR Name Contract No.

Employee Name

GENERAL INFORMATION;
Your employer referenced above has entered into a contract with the COUNTY of Los Angeles to provide certain setvices to the CGOUNTY.
The COUNTY requires your signature on this CONTRACTOR Employee Acknowledgement and Confidentiality Agreement.

EMPLOYEE ACKNOWLEDGEMENT;:

| understand and agree that the CONTRACTOR referenced above is my sole employer for purposes of the above-referenced contract. |
understand and agree that | must rely exclusively upon my employer for payment of salary and any and all other benefits payable to me or on
my behaif by virtue of my performance of work under the above-referenced contract.

{ understand and agree that | am not an employee of the COUNTY of Los Angeles for any purpose whatsoever and that | do not have and will
not acquire any rights or benefits of any kind from the COUNTY of Los Angeles by virfue of my performance of work under the above-
referenced contract. [ understand and agree that | do not have and will not acquire any rights or benefits from the COUNTY of Los Angeles
pursuant to any agreement between any person or entity and the COUNTY of Los Angeles.

| understand and agree that | may be required to underge a background and security investigation(s). | understand and agree that my
continued performance of work under the above-referenced contract is contingent upon my passing, to the satisfaction of the COUNTY, any
and all such investigations. | understand and agree that my failure to pass, to the satisfaction of the COUNTY, any such investigation shall
result in my immediate release from performance under this andfor any future contract.

CONFIDENTIALITY AGREEMENT:

| may be involved with work pertaining to services provided by the COUNTY of Los Angeles and, if so, | may have access to confidential data
and information pertaining to persons and/or entities receiving services from the COUNTY. In addition, | may also have access to proprietary
information supplied by other vendors doing business with the COUNTY of Los Angeles. The COUNTY has a legal obligation to protect all
such confidential data and information in its possession, especially data and information concemning health, criminal, and welfare recipient
records. | understand that if | am involved in COUNTY work, the COUNTY must ensure that |, too, will protect the confidentiality of such data
and information. Consequently, | understand that | must sign this agreement as a condition of my work to be provided by my employer for the
COUNTY. | have read this agreement and have taken due time to consider it prior to signing.

| hereby agree that | will not divulge to any unauthorized person any data or information obtained while perferming work pursuant to the above-
referenced contract between my employer and the COUNTY of Los Angeles. | agree to forward all requests for the release of any data or
information received by me to my immediate supervisor.

! agree to keep confidential all health, criminal, and welfare recipient records and all data and information pertaining to persons
and/or entities receiving services from the COUNTY, design concepts, algotithms, programs, formats, documentation,
CONTRACTOR propristary information and all other original materials produced, created, or provided to or by me under the above-
referenced contract. | agree to protect these confidential materials against disclosure to other than my employer or COUNTY
employees who have a need to know the information. | agree that if proprietary information supplied by other COUNTY vendors is
provided to me during this employment, [ shall keep such information confidential.

| agree to report to my immediate supervisor any and all violations of this agreement by myself and/or by any other person of whom | become

aware. | agree to return all confidential materials to my immediate supervisor upon completion of this contract or termination of my
employment with my employer, whichever occurs first.

SIGNATURE: i DATE: / /

PRINTED NAME:

POSITION:




Attachment X

CONTRACTOR NON-EMPLOYEE ACKNOWLEDGEMENT AND CONFIDENTIALITY AGREEMENT

{Note: This certification is to be executed and returned to COUNTY with CONTRACTOR's executed Contract. Work cannot begin on the
Contract until COUNTY receives this executed document.)

CONTRACTOR Name Contract No.

Non-Employee Name

GENERAL INFORMATION:;
The CONTRACTOR referenced above has entered into a contract with the COUNTY of Los Angeles to provide certain services to
the COUNTY. The COUNTY requires your sighature on this CONTRACTOR Non-Employee Acknowledgement and Confidentiality
Agreement. ‘

NON-EMPLOYEE ACKNOWLEDGEMENT;

| understand and agree that the CONTRACTOR referenced above has exclusive confrol for purposes of the above-referenced contract. |
understand and agree that | must rely exclusively upon the CONTRACTOR referenced above for payment of salary and any and all other
benefits payable to me or on my behaif by virtue of my performance of work under the above-referenced contract.

| understand and agree that | am not an employee of the COUNTY of Los Angeles for any purpose whatsoever and that | do not
have and will not acquire any rights or benefits of any kind from the COUNTY of Los Angeles by virtue of my performance of work
under the above-referenced contract. | understand and agree that | do not have and will not acquire any rights or benefits from the
COUNTY of Los Angeles pursuant to any agreement between any person or entity and the COUNTY of Los Angeles.

| understand and agree that | may be required to undergo a background and security investigation(s). | understand and agree that my
continued performance of work under the above-referenced contract is contingent upon my passing, to the satisfaction of the COUNTY, any
and all such investigations. | understand and agree that my failure fo pass, to the satisfaction of the COUNTY, any such investigation shall
result in my immediate release from performance under this and/or any future contract.

CONFIDENTIALITY AGREEMENT:
| may be involved with work pertaining to services provided by the COUNTY of Los Angeles and, if so, | may have access to
confidential data and information pertaining to persons and/or entities receiving services from the COUNTY. In addition, | may also
have access to proprietary information supplied by other vendors doing husiness with the COUNTY of Los Angeles. The COUNTY
has a legal obligation to protect all such confidential data and information in its possession, especially data and information
concerning health, criminal, and welfare recipient records. | understand that if | am involved in COUNTY work, the COUNTY must
ensure that [, too, will protect the confidentiality of such data and information. Consequently, | understand that | must sign this
agreement as a condition of my work to be provided by the above-referenced CONTRACTOR for the COUNTY. | have read this
agreement and have taken due time to consider it prior to signing.

| hereby agree that | will not divulige to any unauthorized person any data or information obtained while performing work pursuant to
the above-referenced contract between the above-referenced CONTRACTOR and the COUNTY of Los Angeles. | agree to forward
all requests for the release of any data or information received by me to the above-referenced CONTRACTOR.

| agree to keep confidential all health, criminal, and welfare recipient recerds and all data and information pertaining to persons
and/or entities receiving services from the COUNTY, design concepts, algorithms, programs, formats, documentation,
CONTRACTOR proprietary infermation, and all other original materials produced, created, or provided to or by me under the above-
referenced contract. | agree to protect these confidential materials against disclosure to other than the above-referenced
CONTRACTOR or COUNTY employees who have a need to know the information. | agree that if proprietary information supplied
by other COUNTY vendors is provided to me, | shall keep such information confidential.

| agree to report to the above-referenced CONTRACTOR any and all violations of this agreement by myself and/or by any other

person of whom | become aware. | agree to return all confidential materials to the above-referenced CONTRACTOR upon
completion of this contract or termination of my services hereunder, whichever occurs first.

SIGNATURE: DATE: / /

PRINTED NAME:

POSITION:




Attachment X

AUDITOR-CONTROLLER CONTRACT ACCOUNTING
AND ADMINISTRATION HANDBOOK

The following handbook is designed for inclusion in most contracts for services entered into by
COUNTY departments. The purpose of the handbook is to establish accounting, internal control,

financial reporting, and contract administration standards for organizations (CONTRACTORS) who
contract with the COUNTY.



AUDITOR-CONTROLLER

CONTRACT ACCOUNTING AND ADMINISTRATION HANDBOOK

The purpose of this Handbook is to establish required accounting, financial reporting, and internal

control standards for entities (CONTRACTOR), which contract with the Los Angeles County.
The accounting, financial reporting and internal control standards described in this Handbook are
fundamental. These standards are not intended to be all-inclusive or replace acceptable existing
procedures or preclude the use of more sophisticated methods. Instead, this Handbook represenis the
minimum required procedures and controls that must be incorporated into a CONTRACTOR's accounting
and financial reporting systems. The internal control standards described are those that apply to
organizations with adequate staffing. Organizations with a smaller staff must attempt to comply with the
intent of the standards and implement internal control systems appropriate to the size of their
staff/forganization. The CONTRACTOR's Subcontractors must also follow these standards unless otherwise

stated in the Contract.

A.ACCOUNTING AND FINANCIAL REPORTING

1.0BASIS OF ACCOUNTING

CONTRACTORS may elect to use either the cash basis or accrual basis method of accounting
for recording financial transactions. Monthly invoices must be prepared on the same basis that
is used for recording financial transactions.

19.1 1.1The COUNTY recommends the
use of the accrual basis for recording financial transactions.

Accrual Basis

Under the accrual basis, revenues are recorded in the accounting period in which they
are earned (rather than when cash is received). Expenditures are recorded in the
accounting period in which they are incurred (rather than when cash is disbursed).
Accruals

Accruals shall be recorded observing the following:

* Only accruals where cash will be disbursed within six months of the accrualdate
should be recorded.

¢ Recorded accruals must be reversed in the subsequent accounting period.



1.2 It an agent elects to use the cash basis for recording financial transactions during the
year:

¢+ Necessary adjustments must be made to record the accruals at the
beginning and the end of the contract.

¢+  All computations, supporting records, and explanatory notes used in
converting from cash basis to the accrual basis must be retained.

1.3 Prepaid Expenses

Prepaid expenses (e.g., insurance, service agreements, lease agreements, etc.) should
only be expensed during a given Agreement year to the extent goods and services are
received during that Agreement year.

2.0 ACCOUNTING SYSTEM

Each agent shall maintain a double entry accounting system (utilizing debits and
credits) with a General Journal, a Cash Receipts Journal, a General Ledger, and a
Cash Disbursements Journal. The COUNTY recommends that a Payroll Register
also be maintained. Postings to the General Ledger and Journals should be
made on a monthly basis.

2.1 General Journal

A General Joumnal shall be maintained for recording adjusting entries, reversing
entries, closing entries, and other financial transactions not normally recorded in
the Cash Receipts Joumnal or Cash Disbursements Journal. Entries in the
General Journal must be adequately documented, and entered in chronological
order with sufficient explanatory notations.
Example:DRCR
Rent Expense 100
Rent Payable 100

To record accrued rent to March 31, 20XX

2.2 Cash Receipis Journal

A Cash Receipts Journal shall be maintained for recording all cash receipts (e.g.,
COUNTY warrants, contributions, interest income, etc.).

The Cash Receipts Journal shall contain (minimum requirements) the following
column headings:

o Date



2.3

2.4

¢ Receipt number
Cash debit columns
Income credit columns for the following accounts:

o COUNTY payments (one per funding source)

o Contributions

o Other Income (Grants, sales of supplies/services, rental income,
miscellaneous revenue, fees, etc.)

Description (Entries in the description column must specify the source of cash
receipts.)

Cash Disbursements Journal

A Cash Disbursements Journal shall be maintained for recording all cash disbursements
(e.g., rent, uiilities, maintenance, etc.)

The Cash Disbursements Journal shall contain (minimum requirements) the
following column headings:

Date

Check number

Cash (credit) column
Expense account name
Description

Note (1) Separate expense columns are recommended for salary expense and other
recurring expense classifications for each program.

Note (2} Entries in the description column must specify the nature of the expense and
the corresponding expense classification if not included in the column heading.

Note (3) Checks should not be written to employees (other than payroll, mileage, travel,
and petty cash custodian checks.)

A Check Register may be substituted for the Cash Disbursements Journal, but this is not
recommended. |f used, the Check Register must contain the same expense
classifications and description information required when a Cash Disbursements Journal
is used.

Disbursements without supporting documentation will be disallowed on audit.
Cancelled checks and credit card statemenis (VISA, AMEX, department store,
etc.) will not constitute acceptable support. (See Section A.3.2 and B.2.4) for
additional guidance.

General Ledger




2.5

2.6

2.7

A General Ledger shall be maintained with accounts for ail assets, liabilities, fund
balances, expenditures, and revenues. Separate accounts must be maintained for each
COUNTY program's expenses and revenues.

Chart of Accounis

A Chart of Accounts shall be maintained:

» The COUNTY recommends that agents use the expense account titles on the
monthly invoice submitted to the COUNTY.

o |If the CONTRACTOR uses account titles, which differ from the account titles
on the monthly invoice, each account itle must clearly identify the nature of
the transaction(s) posted to the account.

¢ CONTRACTOR must consistently post iransactions that are of a similar
nature to the same account. For example, all expenses for travel shall be
posted to the account titled "travel" or "iravel expense" and not intermixed
with other expense accounts.

Pavroll Register

The COUNTY recommends thai a Payroll Register be maintained for recording
all payroll transactions. The Register should contain the following:

Name

Position

Social Security Number
Salary (hourly wage)
Payment Record including:
»Accrual period

»Gross pay

= [temized payroll deductions
*Net pay amount

»Check Number

If a Payroll‘ Register is not used, the information in (2.6) must be recorded in the cash
disbursement journal.

CONTRACTOR will ensure compliance with all applicable federal and State
requirements for withholding payroll taxes (FIT, FICA, FUTA, SIT, SIU, etc.), reporting,
filing (941, DE-7, W-2, W-4 and 1099s), and all applicable tax deposits.

CONTRACTOR will ensure compliance with Internal Revenue Service guidelines in
properly classifying employees and independent CONTRACTORS.

CONTRACTOR Invoices




3.0

Each agent shall present an invoice to the COUNTY each calendar month to report the
financial activity of the month. In addition, if advanced funding is involved, an invoice
shall be presented at the beginning of the contract period. Invoices shall be prepared in
the manner prescribed by the COUNTY's contracting department.

RECORDS

Adequate care shall be exercised to safeguard the accounting records and supporting
documentation. Any destruction or theft of the CONTRACTOR's accounting records or
supporting documentation shall be immediately reported to the COUNTY.

3.1

3.2

Retention

All accounting records (e.g., journals, ledgers, etc.), financial records and supporting
documentation (e.g., invoices, receipts, checks, etc.) must be retained for a minimum of
five years after the termination of the CONTRACTOR's Agreement.

Supporting Documentation

All revenues and expenditures shall be supported by original vouchers, invoices,
receipts, or other documentation and shall be maintained in the manner described
herein.

Invoices, receipts and canceled checks will be required to support an outlay of funds.
Unsupported disbursements will be disallowed on audit. CONTRACTOR will be required
to repay COUNTY for all disallowed costs. Photocopied invoices or receipts, any
internally generated documents (i.e., vouchers, request for check forms, requisitions,
canceled checks, etc.), and account statements do not constituie supporting
documentation for purchases.

Supporting documentation is required for various types of expenditures as follows:

Payroll — time and attendance records signed by the employee and approved in writing
by the supervisor, time distribution records by program accounting for total work time on
a daily basis for all employees, records showing actual expenditures for Social Security
and unemployment insurance, State and federal quarterly tax returns, federal W-2 forms,
and federal W-4 forms.

Consultant Services — contracts, time and attendance records, billing rates, travel
vouchers detailing purpose, time and location of travel, purchase orders and invoices for
supplies and invoices or other supporting documentation detailing the nature of services
provided.

Travel — travel policies of the CONTRACTOR (written); travel expense vouchers
showing location, date and time of travel, purpose of trip, and rates claimed; vehicle
mileage logs showing dates, destination and headquarters, purpose of trip, and mileage.
Travel related to conferences should include conference literature detailing purpose of
the conference. Reimbursement rates for mileage shall not exceed applicable federal
guidelines.



3.3

3.4

3.5

Reimbursement for actual receipts or per diem rates for meal expenses shall not exceed
the maximum COUNTY's reimbursement rate for employees.

Receipts shall be required for lodging for approved out-of-town travel dates. Maximum
reimbursable lodging amount is the maximum COUNTY reimbursement rate for
employees for a single occupancy hotel accommodation.

Operating Expenses (e.g., utilities, office supplies, equipment rentals, etc.) — bona fide
contracts or lease agreements, if any, and invoices and receipis detailing the cost and
items purchased will constituie the primary supporting documentation. For internal
conirol purposes, the CONTRACTOR may maintain vouchers, purchase orders,
requisitions, stock received reports, bills of lading, etc.

Outside Meals - receipts and/or invoices for all meals, a record of the nature and
purpose of each meal, and identification of the Participants.

Payments to Affiliated Organizations or Persons

CONTRACTOR shall not make payments to affiliated organizations or persons for
program expenses (e.g., salaries, services, rent, etc.) that exceed the lower of aciual
cost or the reasonable cost for such expenses. A reasonable cost shall be the price that
would be paid by one party to another when the parties are dealing at arm's length (fair
market price).

Organizations or persons (related parties) related to the CONTRACTOR or its members
by blood, marriage, or through legal organization (corporation, partnership, association,
etc.) will be considered affiliated for purposes of this Agreement. COUNTY shall be
solely responsible for the determination of affiliation unless otherwise allowed and
approved by the State or federal agencies.

Payments to affiliated organizations or persons will be disallowed on audit to the extent
the payments exceed the lower of actual costs or the reasonable costs for such items.

Filing

All relevant supporting documentation for reported program expenditures and revenues
shall be filed in a systematic and consistent manner. It is recommended that supporting
documents be filed as follows:

* Checks — numerically

¢ Invoices — vendor name and date

* Vouchers — numerically

* Receipts — chronologically

* Timecards — pay period and alphabetically
Referencing

Accounting transactions posted to the CONTRACTOR's books shall be appropriately
cross-referenced to supporting documentation. 1t is recommended that expenditure
transactions on the CONTRACTOR's books be cross-referenced to the supporting
documentation as follows:



4.0

5.0

6.0

Invoices — vender name and date
Checks — number

Vouchers —number

Revenue — receipt number

Supporting documentation for non-payroll expenditures (i.e., operating expenditures)
should be cross-referenced to the corresponding check issued for payment. [f multiple
invoices are paid with one check, all related invoices should be bound together and
cross-referenced to the check issued for payment.

DONATIONS AND OTHER SOURCES OF REVENUE

Restricted donations and other sources of revenue earmarked specifically for the
Contract/Agreement must be utilized on allowable contract expenditures.

AUDITS

The agent will make available for inspection and audit to COUNTY representatives, upon
request, during working hours, during the duration of the contract/Agreement and for a period of
five years thereafter, all of its books and records relating to the operation by it of each project or
business activity which is funded in whole or part with governmental monies, whether or not
such monies are received through the COUNTY. All such books and records shall be
maintained at a location within Los Angeles County.

5.1 Single Audit Bequiremenis

OMB Circular 133, "Audits of State, Local Governments and Non Profit Organizations”
requires that certain organizations receiving federal awards, including pass-through
awards, have annual audits. Details are contained in the respective Circular.

A copy of any Single Audit reports must be filed with the COUNTY within the timeframes
prescribed by the applicable Circular.

SUBCONTRACTS

No CONTRACTOR shall subcontract services without the prior written consent of the COUNTY.

CONTRACTOR shall provide COUNTY with copies of all executed subcontracts and shall be
responsible for the performance of their Subcontractors.

INTERNAL CONTROLS

Internal controls safeguard the CONTRACTOR's assets from misappropriations, misstatements or
misuse. Each CONTRACTOR shall prepare necessary written procedures establishing internal
controls for its personnel. The CONTRACTOR shall instruct all of its personnel in these procedures
and continuously monitor operations to ensure compliance with them.

1.0

CASH RECEIPTS

1.1 Separate Fund or Cost Center




2.0

All contract/agreement revenues shall be maintained in a bank account. If revenues
from other sources are maintained in the same bank account, revenues for each source
must be clearly identifiable on the accounting records through the use of cost centers or
separate accounts.

1.2 Deposits
All checks shall be restrictively endorsed upon receipt.
Cash received shall be recorded on pre-numbered receipts. Checks shall be recorded
on a check remittance log at the time of receipt.
Cash receipts {i.e., cash and checks) totaling $500 or more shall be deposited within one
day of receipt. Collections of less than $500 may be held and secured and deposited
weekly or when the total reaches $500, whichever occurs first.
Duplicate deposit slips shall be retained and filed chronologically, and shalt contain
sufficient reference information for comparison to the Cash Receipts Journal (and
individual receipts, if applicable).

201 1.3Separation of Duties
An employee who does not handle cash shall record all cash receipts.

1.4 Bank Reconciliation
Bank statements should be received and reconciled by someone with no cash handling,
check writing, or bookkeeping functions.
Monthly bank reconciliation should be prepared within 30 days of the bank statement
date and reviewed by management for appropriateness and accuracy. The bank
reconciliation should be signed by both the preparer and the reviewer. Reconciling
items should be resolved timely.

DISBURSEMENTS

2.1General

All disbursements for expenditures, other than petty cash, shall be made by check.

Blank check stock shall be secured and accounted for to preclude unauthorized use.
Checks shall not be payable to "cash" or signed in advance. Checks written io
employees for reimbursement of out-of-pocket costs must be supported by receipts and

invoices.

A second signature shall be required on all checks, unless otherwise specified in
contract/agreement.

if the bookkeeper signs checks, a second signature shall be required on the checks,
regardless of limits specified in contract/agreement.



2.2

2.3

2.4

Voided checks shall be marked void with the signature block cut out. The voided checks
must be filed with the cancelled checks.

Unclaimed or undelivered checks shall be cancelled periodically.

All supporting documentation shall be referenced to check numbers and marked "paid”
or otherwise canceled to prevent reuse or duplicate payments.

Disbursements without adequate supporting documentation will be disallowed on audit.
Approvals and Separation of Duties

Employees responsible for approving cash disbursements and/or signing of checks shall
examine all supporting documentation at the time the checks are approved and signed.

All disbursements, excluding peity cash purchases, shall be approved by persons
independent of check preparation and bookkeeping activities.

Petty Cash

A petty cash fund up to $500 may be maintained for payment of small incidental
expenses incurred by the CONTRACTOR (e.g., postage due, small purchases of office
supply items, etc.). The CONTRACTOR must obtain written approval from the COUNTY
to establish a petty cash fund greater than $500.

Petty cash disbursemenis must be supported by invoices, store receipts or other
external authenticating documents indicating the item purchased and the employee
making the purchase. In the event that outside {external) supporting documentation is
not obtainable for minor disbursements (under $10), such as parking meters, etc., then
documentation shall be considered as proper supporiing documentation on a basis of
reasonableness. Petty cash disbursements should not be used as a substitute for
normal purchasing and disbursement practices i.e., payment by check).

The petty cash fund shall be maintained on an imprest basis. A check should be drawn
to set up the fund and to make periodic reimbursements. Receipts, vouchers, etc.,
supporting each fund replenishment must be bound together, filed chronologically and
cross referenced to the reimbursement check.

Credit Cards

The use of credit cards, both CONTRACTOR issued credit cards and an employee's
personal credit cards used on behalf of the CONTRACTOR, should be limited to
purchases where normal purchasing and disbursement practices are not suitable.

Credit cards issued in the CONTRACTOR's name must be adequately protected and
usage monitored to ensure that only authorized and necessary items are purchased.
Credit card purchases should be pre-approved by CONTRACTOR management to
ensure that they are reasonable and necessary.

All credit card disbursements must be supported by original invoices, store receipts or
other external authenticating documents indicating the item purchased and the



employee making the purchase. Credit card statements are not sufficient support for
credit card purchases.

3.0 TIMEKEEPING

3.1

3.2

Timecards

Timecards or time reports must be prepared for each pay period. Timecards or time
reports must indicate total hours worked each day by program and total hours charged
to each of the CONTRACTOR's programs. Time estimates do not qualify as support for
payroll expenditures and will be disallowed on audit.

All timecards and time reports must be signed in ink by the employee and the
employee's supervisor to certify the accuracy of the reported time.

Personnel and Payroll Records

Adequate security must be maintained over personnel and payroll records with access
restricted to authorized individuals.

Personnel and payroll records should include (but not be limited to) the following:

sEmployee’s authorized salary rate

eEmployee information sheet

sResume and/or application

eProof of qualifications for the position, if required (e.g., notarized copy or original
diploma, license, eifc.)

sPerformance evaluations

eCriminal record clearance

«(Citizenship Status

#Benefit balances (e.g., sick time, vacation, etc.)

Benefit Balances

Employee benefit balances (e.g., sick time, vacation, personal time, etc.) should be
maintained on at least a monthly basis. Benefit balances should be increased when
benefit hours are earned and decreased as hours are used.

Limitations on Positions and Salaries

The CONTRACTOR shall pay no salaries higher than those authorized in the
contract/agreement, or the attachments thereto, except as proscribed by state or federal
law.

If an employee serves in the same or dual capacities under more than one Agreement or
program, the employee may not charge more than 100% of their time to the
contractsfagreements or programs taken as a whole. :

Salaried employees who work less than 40 hours per week shall be paid a salary that
corresponds with the employee’s work schedule.



4.0

The salary expense of salaried employees working on more than one Agreement or
program shall be allocated to each program based on the ratio of the number of hours
worked on each program during the pay period to the total number hours worked during
the pay period.

The CONTRACTOR will make no retroactive salary adjustment for any employee
without written approval from the COUNTY.

Separaticn of Duties

Payroll checks should be distributed by persons not involved in timekeeping, preparing
of payroll, or reconciling bank accounts.

All employee hires and terminations, or pay rate changes, shall be approved by
authorized persons independent of payroll functions.

All employee hires and terminations, or pay rate changes shall be approved in writing by
authorized persons independent of payroll functions.

FIXED ASSETS

A fixed asset is defined as an article of nonexpendable tangible personal property having a
useful life of more than two years. The COUNTY recommends all fixed assets with an
acquisition cost of $1,000 or more per unit be capitalized.

Acquisition cost means the net invoice unit price of an item, including the cost of any
modifications, attachments, accessories, or auxiliary apparatus necessary to make it usable for
the purpose for which it was acquired.

4.1

4.2

4.3

4.4

Acquisition

Fixed asset purchases shall be approved by the Agency’s Board of Directors or their
authorized representative.

Identification and Inventory
All fixed assets purchased with Contract/Agreement funds are to be used solely for the
benefit of the Contract/Agreement and should be appropriately tagged.

Each CONTRACTOR shall maintain a current listing of fixed assets, including the item
description, serial number, date of purchase, acquisition cost and sources of funding.

An inventory of all fixed assets should be conducted at least once each year to ensure
that all fixed assets are accounted for and maintained in proper working order.

Security

Physical security should be adequately maintained over fixed assets to prevent misuse
and theft of COUNTY property.

Property Management




5.0

The CONTRACTOR shall assume responsibility and accountability for the maintenance
of all non-expandable property purchased, leased, or rented with Contract/Agreement
funds.

The CONTRACTOR shall report promptly, in writing, to the COUNTY all cases of theft,
loss, damage, or destruction of fixed assets. The report shall contain at a minimum, item
identification, recorded value, facts relating to loss, and a copy of the law enforcement
report.

CONTRACTOR shall dispose of or return to the COUNTY all fixed assets, in accordance
with their Contract/Agreement.

BONDING

All officers, employees, and agents who handle cash or have access to the agent's funds shall
be bonded.

C.COST PRINCIPLES

1.0

POLICY

it is the intent of the COUNTY to provide funds for the purpose of CONTRACTOR providing
services required by the Agreement. CONTRACTOR shall use these funds on actual expenses
in an economical and efficient manner and ensure they are reasonable, proper and necessary
costs of providing services and are allowable in accordance with the applicable OMB Circuiar.

1.1.

1.2

1.3

1.4

Limitations on Expenditures of Program Funds

CONTRACTOR shall comply with the Agreement and the applicable OMB Circular. The
Circular defines direct and indirect costs, discusses allowable cost allocation procedures
and the development of Indirect Cost Rates, and specifically addresses the allowability
of a variety of different costs.

If a CONTRACTOR is unsure of the allowability of any particular type of cost or
individual cost, the CONTRACTOR should request advance written approval from the
COUNTY prior to incurring the cost.

Expenses [ncurred Qutside the Agreement Period

Expenses charged against program funds may not be incurred prior to the effective date
of the Agreement or subsequent to the Agreement termination date.

Budget Limitation

Expenses may not exceed the maximum limits shown on the contract budget.

Unspent Funds

The COUNTY will determine the disposition of unspent program funds upon termination
of the contract/agreement.



1.5

Necessary, Proper and Reasonable

Only those expenditures that are necessary, proper and reasonable to carry out the
purposes and activities of the Program are allowable.

2.0 ALLOCATION OF COST POOLS

For CONTRACTORS that provide services in addition to the services required under
contract/agreement, the CONTRACTOR shall allocate expenditures that benefit programs or
funding sources on an equitable basis.

In accordance with the applicable OMB Circular, agencies shall define their allocable cosis as

either direct or indirect costs (as defined below) and allocate each cost using the basis most

appropriate and feasible.

The CONTRACTOR shall maintain documentation related to the allocation of expenses (e.g.,
timecards, time summaries, square footage measurements, number of employees, etc.).

Under no circumstances shall allocated costs be charged to an exient greater than 100% of
actual costs or the same cost be charged both directly and indirectly.

2.1

2.2

Direct Costis

Direct costs are those costs that can be identified specifically with a particular final cost
objective (i.e., a particular program, service, or other direct activity of an organization).
Examples of direct costs include salaries and benefits of employees working on the
program, supplies and other items purchased specifically for the program, costs related
to space used by employees working on the program, etc.

For all employees, other than general and administrative, the hours spent on each
program (activity) should be recorded on employees' timecards and the payroll expense
should be treated as direct charges and distributed on the basis of recorded hours spent
on each program.

Joint costs (i.e., costs that benefit more than one program or activity} which can be
distributed in reasonable proportion to the benefits received may also be direct costs.

Examples of bases for allocating joint costs as direct cosis:

» Number of direct hours spent on each program
e Number of employees in each program

» Square footage occupied by each program

e Other equitable methods of allocation

Indirect Costs

Indirect costs are those costs that have been incurred for common or joint objectives and
cannot be readily identified with a particular final cost objective. Examples of indirect
costs include salaries, employee benefits, supplies, and other costs related to general
administration of the organization, depreciation and use allowances, and the salaries
and expenses of executive officers, personnel administration, and accounting.



2.3

Examples of bases for allocating indirect costs:

o Total direct salaries and wages
e Total direct costs (excluding capital expenditures and other distorting items such as
Subconiractor payments)

Acceptable Indirect Cost Allocation Methods

OMB Circulars describe the following allowable methods for allocating indirect costs:
¢ Simplified allocation method

e Direct allocation method

¢ Multiple allocation base method

¢« Negotiated indirect cost rate

Simplified Allocation Method

This method can be used when an organization's major functions benefit from its indirect
costs to approximately the same degree. Using this method, all allocable costs are
considered indirect costs and an indirect cost rate is determined by dividing total
allowable indirect costs by an equitable distribution base.

Example

Agency-wide indirect costs $250,000
Less: Capital expendiiures 10,000
Allocable indirect costs 240,000
Total agency-wide indirect salaries $1,000,000
Indirect cost rate ($240,000/$1,000,000) 24%
Program direct salaries $100,000
Program indirect costs (24% x $100,000) $24.000

Direct Allocation Method

This method can also be used when an organization's major functions benefit from its
indirect costs to approximately the same degree. Using this method, all costs except
general administration and general expenses are treated as direct costs. Joint costs for
depreciation, rental, faciliies maintenance, telephone, and other similar expenses are
prorated individually to each direct activity on a basis appropriate for that type of cost.

The remaining costs, which consist exclusively of general administration and general
expenses are then allocated using the simplified allocation method previously discussed.

Multiple Base Allocation Method

This method can be used when an organization's major functions benefit from its indirect
costs in varying degrees. Using this method, indirect costs are grouped to permit



allocation of each grouping on the basis of the benefits provided to the major functions.
Each grouping is then allocated individually using the basis most appropriate for the
grouping being allocated.

2.4Cost Allocation Plan

if the CONTRACTOR has a negotiated indirect cost rate approved by a federal agency,
it shall submit a copy of the approval letter when requested by COUNTY.

If the CONTRACTOR does not have a negotiated indirect cost rate, CONTRACTOR
shall submit an annual Agency-wide Cost Allocation Plan when requested by COUNTY.
The Cost Allocation Plan shall be prepared in accordance with COUNTY instructions
and the applicable OMB Circular and include the following information:

1. CONTRACTOR general accounting policies:

Basis of accounting (cash or accrual)

Fiscal year

Method for allocating indirect costs (simplified, direct, multiple, negotiated rate)
Indirect cost rate allocation base

2. ldentify the CONTRACTOR's direct and indirect costs {by category) and describe
the cost allocation methodology for each category.

3. Signature of CONTRACTOR management certifying the accuracy of the plan.

Negotiated Indirect Cost Rates

Agencies have the option of negotiating an indirect cost rate or rates for use on all their Federal
programs. The CONTRACTOR must submit a cost allocation plan to the federal agency
providing the most funds to the organization. The approved indirect cost rate is then applied to
the total approved direct cost base.

If CONTRACTOR has a federally approved indirect cost rate, CONTRACTOR shall submit a
copy of the approval letier to COUNTY upon request.

D. UNALLOWABLE COSTS

OMB Circulars address the allowability of a variety of different costs. For all costs, there are certain
restrictions and limitations; however, the following costs are not allowable under any circumstances:

Bad debts

Contingency provisions

Contributions and donations

Fines and penalties

Fundraising activities

Interest expense (unless expressly allowed by Federal guidelines)
Losses on other awards

E. OVERPAYMENTS



If upon audit, or at any time during the Agreement year, it is determined that invoices submitted to the
COUNTY and used as a basis for payments to the CONTRACTOR were inaccuraie, COUNTY shall
determine the total overpayment and require the CONTRACTOR to repay COUNTY. The COUNTY
may withhold payments from CONTRACTOR's future payments for any amounts not returned to the
COUNTY or credited to the Contract unless otherwise prohibited by State or federal regulations.

F.MISCELLANEQUS REQUIREMENTS

1.0 INSURANCE
CONTRACTOR is responsible for securing and maintaining insurance coverage as required by
the Agreement. CONTRACTOR must notify COUNTY when insurance is revoked, reduced to a
level or coverage less than required, or otherwise made ineffective.

Insurance shall include an endorsement naming the COUNTY as an additional insured.

2.0 ACTIVITY

No funds, materials, property, or services contributed to the COUNTY or the
CONTRACTOR under this Agreement shall be used in the performance of any political
activity, the election of any candidate, or the defeat of any candidate for public office.



Attachment Xl

USER COMPLAINT REPORT
DISPUTE RESOLUTION PROGRAM

This form is to be used by CSS staff of the Dispute Resolution Program to report service discrepancies and/or
failure to provide fraining as specified. This User Complaint Report must be delivered immediately to the
COUNTY Contract Management Manager (CMM) for this Contract/Agreement.

Date of Report: CSS Employee
Name:

CSS Office Address:

Phone No. E-mail Address:

Date(s) of Incident(s):

Below, please check the appropriate boxes and explain each incident separately:
[CJCONTRACTOR's Program Director is not responding to messages.
[CJCONTRACTOR's staff not available or not responding to messages.

[ JCONTRACTOR making staff changes without notification to the COUNTY.
[1lllegal or inappropriate behavior by CONTRACTOR's staff.

[ JCONTRACTOR not submitting reports or maintaining records as required.

[_JCONTRACTOR not complying with the quality assurance requirements as specified in the
Contract.

[ ]Other (describe):

To report an urgent/serious problem, call Nusun Muhammad, Project Supervisor at: (213) 738-2621.

Send UCR to Nusun Muhammad, Project Supervisor, at 3175 West Sixth Street,
3" Floor Room 304, Los Angeles, CA 90020.



Attachment XII
Cost Allocation

"AGENCY NAME"

COST ALLOCATION PLAN
PROGRAM YEAR 2008-09

. GENERAL INFORMATION
A. POLICY

This cost allocation plan is based on the guidelines and requirements of the Dispute
Resolution Program regarding the allocation and categorization of costs.

The plan describes the methods used to collect, analyze and distribute shared costs by
the Agency Name . The methodologies and procedures described in the plan have
been developed in accordance with Generally Accepted Accounting Principles and
regulations applicable to the Dispute Resolution Program.

B. APPLICABILITY

The cost allocation plan is applicable to all grants and contracts entered .into by
Agency

(If applicable)

Costs associated with Subcontractor expenditures are allocated by those organizations
in accordance with the same guidelines and principles established by the Dispute
Resolution Program for all recipients and sub-recipients receiving Federal funds.

ORGANIZATIONAL STRUCTURE

The Agency Name , a __type of organization (e.g. non-profit, local government) _,
administers dispute resolution program services . This agency receives funding from the

funding from the funding source for the administration of the Dispute Resolution
Program.

For purposes of this cost allocation plan, __Agency Name _ functions are categorized as
follows:

A. Budget Cost Categories - The budget categories listed below are those that have been
determined through review and analysis to benefit either directly or indirectly Dispute
Resolution Program grants and coniracts administered by Agency Name

Personnel

Travel

Space

Consumable Supplies
Equipment

Other
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The costs for which the benefit can be directly identified, will be charged to the

benefiting grant and category. Shared costs will be charged based on either employee
time reporting or number of Participants served by activity.

Programs Administered Directly by Agency Name

The programmatic aspects of the following programs are administered by the agency. In
addition to the directly identifiable costs associated with these programs, each bears a
burden of shared administrative costs based on the burden of direct grant expenditures
to total direct grant expenditures for the period.

COST ALLOCATION:

All costs are allocated based on documented information. Such costs, defined as shared costs,
are pooled for the purpose of allocation. The agency pools administrative costs, both
personnel and non-personnel (operating costs), for purposes of allocation to all programs
administered.

The agendy will review and update this plan no less than annually or when there is a significant
change in funding or allocation.

The above plan applies to funds administered by __Agency Name for the period July 1, 2010
through June 30, 2011.




Agency Name:

COMMUNITY AND SENIOR SERVICES
DISPUTE RESOLUTION PROGRAM
JOINT REVENUE DISCLOSURE

Contract #:

Attachment XIlII

Prepared By:

List all revenue coming to Contractor (include foundation grants and donations})

Date Prepared:

Revenue Source
{Grant Title)

Dollar
Amount

Grant Period
Month/Day/Year

10.

11.

12

13.

14.

15.

TOTAL




Attachment XIV

AGREEMENT
CONTRACTOR’S OBLIGATIONS AS A “BUSINESS ASSOCIATE”
UNDER THE HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT OF 1996 (HIPAA)

Under this Agreement, CONTRACTOR (“Business Associate”) provides services (“Services”) to COUNTY
(“Covered Entity”) and Business Associate receives, has access to, or creates Protected Health Information in
order to provide those Services. Covered Entity is subject to the Administrative Simplification requirements of
the Health Insurance Portability and Accountability Act of 1996 (HIPAA) and regulations promulgated
thereunder, including the Standards for Privacy of Individually ldentifiable Health Information (“the Privacy
Regulations”) and the Health Insurance Reform: Security Standards (“the Security Regulations”) at 45 Code of
Federal Regulations Parts 160 and 164 (“together, the “Privacy and Security Regulations”).

The Privacy and Security Regulations require Covered Entity to enter into a contract with Business Associate
in order to mandate certain protections for the privacy and security of Protected Health Information, and those
Regulations prohibit the disclosure to or use of Protected Healih Information by Business Associate if such a
contract is not in place.

Therefore, the parties agree as follows:
1.0DEFINITIONS

1.1 “Disclose” and “Disclosure” means, with respect to Protected Health Information, the release, transfer,
provision of access to, or divuiging in any other manner of Protected Health Information outside
Business Associate’s internal operations or to other than its employees.

1.2 “Electronic Media” has the same meaning as the term “electronic media” in 45 C.F.R. § 160.103.
Electronic Media means (1) Electronic storage media including memory devices in computers (hard
drives) and any removable/transportable digital memory medium, such as magnetic tape or disk, optical
disk, or digital memory card; or {(2) Transmission media used to exchange information already in
electronic storage media. Transmission media include, for example, the internet (wide-open), exiranet
(using internet technology to link a business with information accessible only to collaborating parties),
leased lines, dial-up lines, private networks, and the physical movement of removabie/transportable
electronic storage media. Certain transmissions, including of paper, via facsimile, and of voice, via
telephone, are not considered to be transmissions via electronic media, because the information being
exchanged did not exist in electronic form before the transmission.

1.3  “Electronic Protected Health Information” has the same meaning as the term “electronic protected
health information” in 45 C.F.R. § 160.103. Electronic Protected Health Information means Protected
Health information that is (i) transmitted by electronic media; (ii) maintained in electronic media.

1.4  “Individual” means the person who is the subject of Protected Health Information, and shall include a
person who qualifies as a personal representative in accordance with 45 C.F.R. § 164.502(g).

1.5  “Protected Health Information” has the same meaning as the term “protected health information” in 45
C.F.R. § 164.503, limited to the information created or received by Business Associate from or on
behalf of Covered Entity. Protected Health Information includes information, whether oral or recorded
in any form or medium, that (i} relates to the past, present, or future physical or mental health or
condition of an Individual; the provision of health care to an Individual, or the past, present or future
payment for the provision of health care to an Individual; (ii) identifies the Individual (or for which there
is a reasonable basis for believing that the information can be used to identify the Individual); and (iii) is
received by Business Associate from or on behalf of Covered Entity, or is created by Business
Associate, or is made accessible to Business Associate by Covered Entity. “Protected Health
Information” includes Electronic Health Information.




1.6

1.7

1.9

2.0
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2.2
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“Required By Law” means a mandate contained in law that compels an entity to make a Use or
Disclosure of Protected Health Information and that is enforceable in a court of law. Required by law
includes, but is not limited to, court orders and court-ordered warrants; subpoenas or summons issued
by a court, grand jury, a governmental or tribal inspector general, or any administrative body authorized
to require the production of information; a civil or an authorized investigative demand; Medicare
conditions of participation with respect to health care providers participating in the program; and
statutes or regulations that require the production of information, including statutes or regulations that
require such information if payment is sought under a government program providing benefits.

“Security _Incident” means the attempted or successful unauthorized access, Use, Disclosure,
modification, or destruction of information in, or interference with system operations of, an Information
System which contains Electronic Protected Health Information. However, Security Incident does not
include attempts to access an Information System when those aitempts are not reasonably considered
by Business Associate to constitute an actual threat to the Information System.

1.8“Services” has the same meaning as in the body of this Agreement.

“Use” or “Uses” mean, with respect to Protected Health Information, the sharing, employment,
application, utilization, examination or analysis of such Information within Business Associate's internal
operations.

Terms used, but not otherwise defined, in this Paragraph shall have the same meaning as those terms
in the HIPAA Regulations.

OBLIGATIONS OF BUSINESS ASSOCIATE
Permitted Uses and Disclosures of Protected Health Information. Business Associate:

(a) shall Use and Disclose Protected Health Information as necessary to perform the Services, and as
provided in Sub-sections 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.3 and 5.2 of this Agreement;

(b) shall Disclose Protected Health Information to Covered Entity upon request;

(c) may, as necessary for the proper management and administration of its business or to carry out its
legal responsibilities:

()Use Protected Health Information; and
(i) Disclose Protected Health Information if the Disclosure is Required by Law.
Business Associate shall not Use or Disclose Protected Health Information for any other purpose.

Adeqguate Safeguards for Protected Health Information. Business Associate:

(a) shall implement and maintain appropriate safeguards to prevent the Use or Disclosure of Protected
Health Information in any manner other than as permitted by this Paragraph. Business Associate
agrees to limit the Use and Disclosure of Protected Health Information to the minimum necessary in
accordance with the Privacy Regulation’s minimum necessary standard.

(b) effective as of April 20, 2005, specifically as to Electronic Health Information, shall implement and
maintain administrative, physical, and technical safeguards that reasonably and appropriately
protect the confidentiality, integrity, and availability of Electronic Protected Health Information.
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Reporting Non-Permitted Use or Disclosure and Security Incidents. Business Associate shall report to
Covered Entity each Non-Permitted Use or Disclosure that is made by Business Associate, its

employees, representatives, agents or subcontractors, but is not specifically permitted by this
Agreement, and effective as of April 20, 2005, shall report to Covered Entity each Security Incident of
which Business Associate becomes aware. The initial report shall be made by telephone call to the
Covered Entity's HIPAA Privacy Officer within forty-eight (48) hours from the time the Business
Associate becomes aware of the Non-Permitted Use or Disclosure or Security Incident, followed by a
full written report no later than ten {10) business days from the date the Business Associate becomes
aware of the non-permitted Use or Disclosure or Security Incident to the Chief Privacy Officer at:

Chief HIPAA Privacy Officer, County of Los Angeles
Kenneth Hahn Hall of Administration
500 West Temple St.
Suite 410
Los Angeles, CA 90012
(213) 974-2164

Mitigation of Harmful Effect. Business Associate agrees to mitigate, to the extent practicable, any
harmful effect that is known to Business Associate of a Use or Disclosure of Protected Health
Information by Business Associate in violation of the requirements of this Paragraph.

Availability of Internal Practices, Books and Records to Government Agencies. Business Associate
agrees to make its internal practices, books and records relating to the Use and Disclosure of Protected
Health Information available to the Secretary of the federal Department of Heaith and Human Services
for purposes of determining Covered Entity’s compliance with the Privacy and Security Regulations.
Business Associate shall immediately notify Covered Entity of any requests made by the Secretary and
provide Covered Entity with copies of any documents produced in response to such request.

Access to Protected Health Information. Business Associate shall, to the extent Covered Entity
determines that any Protected Health Information constitutes a “designated record set” as defined by
45 C.F.R. § 164.501, make the Protected Health Information specified by Covered Entity available to
the Individual(s) identified by Covered Entity as being entitled to access and copy that Protected Health
Information. Business Associate shall provide such access for inspection of that Protected Health
Information within two (2) business days after receipt of request from Covered Entity. Business
Associate shall provide copies of that Protected Health Information within five (5) business days after
receipt of request from Covered Entity.

Amendment of Protected Health Information. Business Associate shall, to the extent Covered Entity
determines that any Protected Health Information constitutes a “designated record set” as defined by
45 C.F.R. § 164.501, make any amendments to Protected Health Information that are requested by
Covered Entity. Business Associate shall make such amendment within ten (10) business days after
receipt of request from Covered Entity in order for Covered Entity to meet the requirements under 45
C.F.R. § 164.526.
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Accounting of Disclosures. Business Associate agrees to maintain documentation of the information
required to provide an accounting of Disclosures of Protected Health Information in accordance with 45
C.F.R. § 164.528, and to make this information available to Covered Entity upon Covered Entity's
request, in order to allow Covered Entity to respond to an Individual's request for accounting of
disclosures. However, Business Associate is not required to provide an accounting of Disclosures that
are necessary to perform its Services if such Disclosures are for either payment or health care
operations purposes, or both. Additionally, such accounting is limited to disclosures that were made in
the six (6) years prior to the request (not including disclosures that were made prior to the compliance
date of the Privacy Rule, April 14, 2003) and shall be provided for as long as Business Associate
maintains the Protected Health Information.

Any accounting provided by Business Associate under this Section 2.8 shall include: (a) the date of the
Disclosure; (b) the name, and address if known, of the entity or person who received the Protected
Health Information; (¢) a brief description of the Protected Health Information disclosed; and (d) a brief
statement of the purpose of the Disclosure. For each Disclosure that could require an accounting
under this Sub-section 2.8, Business Associate shall document the information specified in (a) through
{d), above, and shall securely maintain the information for six (6} years from the date of the Disclosure.
Business Associate shall provide to Covered Entity, within ten (10) business days after receipt of
request from Covered Entity, information collected in accordance with this Sub-section 2.8 to permit
Covered Entity to respond to a request by an Individual for an accounting of disclosures of Protected
Health Information in accordance with 45 C.F.R. § 164.528.

OBLIGATION OF COVERED ENTITY

Obligation of Covered Entity. Covered Entity shall notify Business Associate of any current or future
restrictions or limitations on the use of Protected Health Information that would affect Business
Associate’s performance of the Services, and Business Associate shall thereafter restrict or limit its own
uses and disclosures accordingly.

TERM AND TERMINATION

Term. The term of this Paragraph shall be the same as the term of this Agreement. Business
Asscciate’s obligations under Sections 2.1 {(as medified by Section 4.2), 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.3
and 5.2 shall survive the termination or expiration of this Agreement.

Termination for Cause. In addition to and notwithstanding the termination provisions set forth in this
Agreement, upon Covered Entity’s knowledge of a material breach by Business Associate, Covered
Entity shall either:

(a) Provide an opportunity for Business Associate to cure the breach or end the violation, and terminate
this Agreement if Business Associate does not cure the breach or end the violation within the time
specified by Covered Entity; or

(b) Immediately terminate this Agreement if Business Associate has breached a material term of this
Paragraph and cure is not possible; or

(c) I neither termination or cure are feasible, Covered Entity shall report the violation to the Secretary of
the federal Department of Health and Human Services.
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4.3Disposition of Protected Health Information Upon Termination or Expiration

(a) Except as provided in paragraph (b) of this section, upon termination for any reason or expiration of
this Agreement, Business Associate shall return or destroy all Protected Health Information received
from Covered Entity, or created or received by Business Associate on behalf of Covered Entity.
This provision shall apply to Protected Health Information that is in the possession of subcontractors
or agents of Business Associate. Business Associate shall retain no copies of the Protected Health
Information.

(b) In the event that Business Associate determines that returning or destroying the Protected Health
Information is infeasible, Business Associate shall provide to Covered Entity notification of the
conditions that make it infeasible. If return or destruction is infeasible, Business Associate shall
extend the protections of this Agreement to such Protected Health Information and limit further
Uses and Disclosures of such Protected Health Information to those purposes that make the return
or destruction infeasible, for so long as Business Associate maintains such Protected Health
information.

MISCELLANEOUS
No Third Party Beneficiaries. Nothing in this Paragraph shall confer upon any person other than the

parties and their respective successors or assigns, any rights, remedies, obligations, or liabilities
whatsoever.

Use of Subcontractors and Agents. Business Associate shall require each of its agents and
subcontractors that receive Protected Health Information from Business Associate, or create Protected
Health Information for Business Associate, on behalf of Covered Entity, to execute a written agreement
obligating the agent or subcontractor to comply with all the terms of this Agreement.

Relationship to Agreement Provisions. In the event that a provision of this Paragraph is contrary to any
other provision of this Agreement, the provision of this Paragraph shall control. Otherwise, this
Paragraph shall be construed under, and in accordance, with the terms of the Agreement.

Regulatory References. A reference in this Paragraph to a section in the Privacy or Security
Regulations means the section as in effect or as amended.

Interpretation. Any ambiguity in this Paragraph shall be resolved in favor of a meaning that permits
Covered Entity to comply with the Privacy and Security Regulations.

Amendment. The parties agree to take such action as is necessary to amend this Paragraph from time
to time as is necessary for Covered Entity to comply with the requirements of the Privacy and Security
Regulations.
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FIXED ASSETS/EQUIPMENT PURCHASE REQUIREMENTS

I. FIXED ASSETS/PURCHASES

Fixed assets: equipment with a value > $5,000.
Non-fixed assets: equipment with a value < $5,000, but > $500.

A. Procurement of Fixed Assets (Computer equipment/supplies, furniture, vehicles, etc.)

1.

B. Tiile

Equipment inventory requirements for items purchased with program funds are contained in the
Fixed Assets Section of the Standard Terms and Conditions of the Agreement. All
CONTRACTORS must adhere to the applicable Code of Federal Regulations (CFR) and/or
Federal Office of Management Budget (OMB) Circulars that include: CFR Title 29 Parts 95 and
97, and OMB Circulars A-21, A-87, A-102, A-110, A-122 and A-133.

If the program guidelines governing the contracted services indicate that equipment may be
purchased, the COUNTY has established procurement guidelines that the CONTRACTOR must
adhers to.

i. Prior to the purchase/acquisition of equipment items, approval must be obtained from the
COUNTY. No equipment with a value over $5,000 may be purchased without prior
approval from the COUNTY and, as mandated by State regulations and guidelines, the
COUNTY must receive pricr approval from the funding source.

ii. The CONTRACTOR must ensure that the cost of the equipment is reasonable and the
item(s) is necessary for the provision of services contracted under this Agreement.

ii.  All equipment purchased with program funds and provided to the CONTRACTOR must be
used for the benefit of the program for which it was purchased and funded by.

All equipment purchased in excess of $500 will remain the property of the COUNTY until such
time as the COUNTY approves final disposition of the equipment.

To the extent Federal law applies, at all times titles to vehicles reside with the Federal Pass-
through agency and remain the residual property of the Federal government.

[I. INVENTORY REQUIREMENTS

A.  Equipmen¥Inventory Tracking

1.

The COUNTY requires an updated list of ali CONTRACTORS’ inventory and backup, support
records (receipts of purchase, purchase orders, etc.) every two years or more frequently, if
necessary. CONTRACTORS are to conduct a physical inventory of property and equipment
and reconcile the results with the property records at least once every two years, or as
necessary. The physical inventory should include all furniture, property, and equipment
purchased with contract funds IN EXCESS OF $500. All furniture, property, and equipment
must be reported AND properly identified (tagged with COUNTY property program identification
tags), your agency must complete and submit an Inventory Control Form (see Attachment XVI)
that allows the inclusion of all required information (see Il. A.2.). If your agency requires property
program identification tags and/or Inventory Control Form, contact your COUNTY Analyst, who
will forward tags and a form to you. Tags must be affixed to applicable items in an area were
they are visible or easily accessible to examine.




Agencies are required to maintain property records that include a description of the property,
program tag number, serial number or other identification number, the funding source, the
acquisition date, cost of the property, percentage of Federal participation in the cost of the
property, property location, use and condition of the property, and any uliimate disposition data,
including the date of disposal and sale price of the property, if applicable. Adequate
maintenance procedures must be in place to keep property and equipment in good condition.

Agencies must have in place a controi system to ensure adequate safeguards against loss,
damage, or theft of the property. Any loss, damage, or theft must be investigated.

If no furniture, property, or equipment has been purchased in excess of $500 for the program
year, a lefier must be submitted for each program year, which indicates no inventory was
purchased for your Program(s). All property and equipment must be tagged and complete tag
numbers included on the Inveniory Control Form. This includes furniture, office equipment,
computer equipment, and computer or office-related equipment {(does not include computer
keyboards, mice, efc.). Use a separate Inventory Control Form for each program OR columns
that provide dual sources percentage or dollar splits. Applicable back up support documentation
must be “in order” and attached to each Inventory Control Form or separated out by program if
dual sources were used o purchase inventory.

INVENTORY DISPOSAL AND SALVAGE POLICIES AND PROCEDURES

Salvage Policies and Procedures currently allow salvage and/or surplus items of equipment that are
less than $5,000 in the aggregate to be “sold or otherwise disposed of,” with the exception that the
following policies and procedures are in place and adhered to at the time of sale, transfer, and/or final
disposition of the inventory:

1.

CONTRACTORS are required to obtain prior approval from Los Angeles COUNTY for
inventory/salvage disposal or transfer, and have supporting documents for all purchases made
with Federal, State, and/or COUNTY funds. Your office should be in receipt of purchase orders
and/or receipts for all items purchased that are reflected on the inventory form({s);

Inventory that is being transferred after the program (which the inventory was purchased for)
has ended or CONTRACTOR agency closure can only be transferred to another federally
funded program. The inventory must be retagged with identification tags of the new program
and a Inventory Control Form submitted which include old and new tag identification numbers;

If inventory will be sold, proper sales procedures must be in place that provide for competition to
the extent practicable and result in the highest possible return prior to any sale program
inventory. Income from the sale of salvaged inveniory becomes program income. Prior
approval for the use of program income must be obtained from CSS in accordance with contract
terms;

Disposition records that include the description of the equipment, current market value, sale
date, sale price, and dealer or auctioneer information must be kept for all sale transactions for a
minimum of three years;

Sales revenue information resulting from the sale of the inventory must be recorded and

kept on file for a minimum of three years;

Contracted agencies may donate salvage inventory as long as the inventory has first been

offered and declined by all other COUNTY depariments and the donation does not create a
conilict of interest for Los Angeles COUNTY or the contracted agency, i.e., agency employees,
or employees' family members, businesses which employ or have a relationship with agency
employees or employees' family members, businesses conducting business with the agency,



and agency adult and/or youth Participants, etc. Agencies must obtain approval from the
COUNTY to donate salvage equipment. CONTRACTORS must obtain (from the recipient of the
donated item(s)) receipts acknowledging the donated item(s) and forward copies of the receipts
to the COUNTY within two weeks of the donation. It is recommended that agencies obtain a
liability waiver for donated items;

All items being disposed of, transferred, sold, or donated must include a current fair-market
value. One or more of the following methods can determine the value: Orion Computer Blue
Book, professional/expert appraisal, public advertisement, industry quotation, etc.; and,

All inventory records (including purchase orders) must be retained for a minimum of three

years from the date of acquisition through final disposition (salvage disposal) and be available
for collection and/or viewing, if necessary. Additionally, all disposal records must be retained for
a minimum of five years.
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CONTRACTOR EMPLOYEE JURY SERVICE

2.203.010 Findings.

The board of supervisors makes the following findings. The County of Los Angeles
allows its permanent, full-time employees unlimited jury service at their regular pay.
Unfortunately, many businesses do not offer or are reducing or even eliminating
compensation to employees who serve on juries. This creates a potential financial
hardship for employees who do not receive their pay when called to jury service, and
those employees often seek to be excused from having to serve. Although changes in
the court rules make it more difficult to excuse a potential juror on grounds of financial
hardship, potential jurors coniinue to be excused on this basis, especially from longer
trials. This reduces the number of potential jurors and increases the burden on those
employers, such as the County of Los Angeles, who pay their permanent, full-time
employees while on juror duty. For these reasons, the County of Los Angeles has
determined that it is appropriate to require that the businesses with which the County
contracts possess reasonable jury service policies.

2.203.020 Definitions.
The following definitions shall be applicable to this chapter:

“Contractor” means a person, partnership, corporation or other entity which has a
contract with the County or a subcontract with a County contractor and has received or
will receive an aggregate sum of $50,000 or more in any 12-month period under one or
more such coniracts or subcontracts.

“Employee” means any California resident who is a full-time employee of a Contractor
under the laws of Caiifornia.

“Contract” means any agreement to provide gcods to, or perform services for or on
behalf of, the County but does not include:

1. A contract where the board finds that special circumstances exist that justify a waiver
of the requirements of this chapter; or

2. A coniract where federal or state law or a condition of a federal or state program
mandates the use of a particular contractor; or

3. A purchase made through a state or federal contract; or

4. A monopoly purchase that is exclusive and proprietary to a specific manufacturer,
distributor, or reseller, and must maich and inter-member with existing supplies,
equipment or systems maintained by the County pursuant to the Los Angeles County
Purchasing Policy and Procedures Manual, section P-3700 or a successor provision;
or

5. A revolving fund (petty cash) purchase pursuant to the Los Angeles County Fiscal
Manual, section 4.4.0 or a successor provision; or
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6. A purchase card pursuant to the Los Angeles County Purchasing Policy and
Procedures Manual, section P-2810 or a successor provision; or

7. A non-agreement purchase with a value of less than $5,000 pursuant to the Los
Angeles County Purchasing Policy and Procedures Manual, section A-0300 or a
successor provision; or

8. A bona fide emergency purchase pursuant to the Los Angeles County Purchasing
Policy and Procedures Manual, section PP-1100 or a successor provision.

“Full time™ means 40 hours or more worked per week, or a lesser number of hours if the
lesser number is a recognized industry standard as determined by the chief
administrative officer or the Contracior has a long-standing practice that defines a full-
time schedule as less than 40 hours per week.

2.203.030 Applicability.

This chapter shall apply to contractors who enter into contracts that commence after
July 11, 2002. This chapter shall also apply to contractors with existing contracts
which are extended into option years that commence after July 11, 2002. Contracts
that commence after May 28,2002, but before July 11, 2002, shall be subject to the
provisions of this chapter only if the solicitations for such contracts stated that the
chapter would be applicable.

2.203.040 Contractor Jury Service Policy.

A contractor shall have and adhere to a written policy that provides that its employees
shall receive from the contractor, on an annual basis, no less than five days of regular
pay for actual jury service. The policy may provide that employees deposit any fees
received for such jury service with the contractor or that the contractor deduct from
the employees’ regular pay the fees received for jury service.

2.203.050 Other Provisions.

Administration. The chief administrative officer shall be responsible for the administration
of this chapter. The chief administrative officer may, with the advice of County counsel,
issue interpretations of the provisions of this chapter and shall issue written instructions
on the implementation and ongoing administration of this chapter. Such instructions may
provide for the delegation of functions to other COUNTY departments.

Compliance Certification. At the time of seeking a contract, a contractor shall certify o
the County that it has and adheres to a policy consistent with this chapter or will have
and adhere to such a policy prior to award of the contract.
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2.203.060 Enforcement and Remedies.

For a contracior's violation of any provision of this chapter, the County department
head responsible for administering the contract may do one or more of the following:

1.Recommend to the board of supervisors the termination of the contract; and/or,

2.Pursuant to chapter 2.202, seek the debarment of the contractor.

2.203.070. Exceptions.

Other Laws. This chapter shall not be interpreted or applied to any coniractor or to any
employee in a manner inconsistent with the laws of the United States or California.

Collective Bargaining Agreements. This chapter shall be superseded by a collective
bargaining agreement that expressly so provides.

Small Business. This chapter shall not be applied to any contractor that meets all of the
following:

2.

3.

1. Has ten or fewer employees during the contract period; and,

Has annual gross revenues in the preceding twelve months which, if added o the
annual amount of the contract awarded, are less than $500,000; and,

[s not an affiliate or subsidiary of a business dominant in its field of operation.

“Dominant in its field of operation” means having more than ten employees and
annual gross revenues in the preceding twelve months which, if added to the annual
amount of the contract awarded, exceed $500,000.

“Affiliate or subsidiary of a business dominant in its field of operation” means a
business which is at least 20 percent owned by a business dominant in its field of
operation, or by partners, officers, directors, majority stockholders, or their equivalent,
of a business dominant in that field of operation.

2.203.090. Severability.

If any provision of this chapter is found invalid by a court of competent jurisdiction, the
remaining provisions shall remain in full force and effect.
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